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NOTICE

PREPARATORY TO AWARDING  ANY FUTURE
DEVELOPMENT OF MAINTENANCE CONTRACTS FOR
THIS SYSTEM, USER AGENCIES AND SUPPORTING
PROCUREMENT ACTIVITIES MUST ASSURE SELECTED
CONTRACTOR FIRMS AGREE TO AND DECLARE, IN
WRITING, CONTRACT PERFORMANCE WILL BE LIMITED
TO U.S CITIZEN PERSONNEL ONLY., THIS IS A
MANDATORY REQUIREMENT DUE TO THE MILITARY
CRITICAL TECHNOLOGIES AND TECHNICAL
INFORMATION WITH UNIQUE MILITARY UTILITY
ASSOCIATED WITH AFFECTED SOFTWARE AND
SUPPORTING DOCUMENTS.

DESTRUCTION NOTICE

DESTROY BY ANY METHOD THAT WILL PREVENT
DISCLOSURE OF CONTENTS OR RECONSTRUCTION OF
DOCUMENT.
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SUMMARY of CHANGE

AISM 25-P6A-AVM-AIX-SUM

Drug and Alcohol Management Information System (DAMIS)
Software User Manual (SUM)

01 December 1999

This updated manual--

Replaces al previous versions of Software User Manua (SUM) prepared in
accordance with (IAW) Department of Defense (DOD) documentation standards
MIL-STD-498, which was canceled on 27 May 1998.

Adheres to the documentation standards contained in the Institute of Electrical
and Electronics Engineers (IEEE)/Electronics Industries Association (EIA)
standard, |EEE/EIA 12207, "Information Technology-Software Life Cycle
Process’.

Provides information needed to use the system effectively.

Contains a hierarchy diagram in Section 3 that is a quick-reference to the location
of each available menu and screen.

Provides a blank copy of DA Form 2028 (Recommended Changes to Publications
and Blank Forms). Thisform is at the end of the manua and users may reproduce
and use it to write corrections, additions, or comments about the manual. Or users
may use it as cover sheet to a marked up copy of the DAMIS SUM.

Be advised that changes would be subject to approval by the appropriate Subject
Area Functional Proponent (SAFP).

NOTE

Some of the menus or screens shown in the manual may not yet be available in
the software. These menus or screens are shown with an asterisk next to their
menu numbers in Figure 3.4-1, DAMIS Hierarchy Diagram.
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1 SCOPE
1.1 |IDENTIFICATION.

The following is a full identification of the Drug and Alcohol Management Information System
(DAMIYS):

a Automated Information System (AIS) Identifier, which establishes the base
functional components of a system: P6A.

b. System ldentification Code (SIC) identifies the software tool methodology that
the application is developed: AVM.

C. Title and Abbreviation: Drug and Alcohol Management Information System
(DAMIS).

d. Previously fielded Release/Version Number: 09.04/09.00.

e. Software Change Package (SCP) Release/Verson number being developed/
fielded: PBA-AVM-10-01.

1.2 SYSTEM OVERVIEW.

The Installation Support Module (ISM) Project was established to create new software applications
(or upgrade exigting ones) that would automate standard procedures and integrate information used
to manage Army instalations. These software applications are packaged as modules according to
the installation management function they perform. ISM is deployed army-wide and comprises a
uniform set of automated tools that assists instalation commanders in effectively managing daily
operations.

DAMIS is part of the ISM Project, which is an army-wide Mgjor Automated Information System
(MALIYS) initietive. The primary objective of 1ISM is to enhance, through automation, installation
management functions. I1SM applications consist of standard procedures packaged into functional
applications, which automate as well as integrate day-to-day ingallation processes. [ISM
applications use the Ingtalation Level Integrated Database (ILIDB), which is the centra repository
for data that is common to more than one ISM application, and various local databases that contain
data e ements unique to the individua 1SM applications.

ISM operates at garrison locations and support functional users during peacetime, mobilization, and
wartime conditions. Instalation commanders and ingalation functiona managers use 1SM
applications and data to manage resources under their control. 1SM performs the following major
functions:

Application-specific support to meet the information needs of installation
functional activities and tenant units;

Command and staff reporting requirements via standard or ad hoc queries run
against either an application database or the ILIDB; and

Information exchanged internally among installation functional activities and
externally to echelons above installation levels, as well as to Standard Army
Management Information Systems (STAMIS).
The purpose of the DAMIS ISM isto provide installation-level support for identifying and tracking
alcohol or other drug abusers. The system sponsor is the Army Center for Substance Abuse

Progran (ACSAP). The users and operators of the system are the personne employed at
installation Alcohol and Drug Abuse Prevention and Control Programs (ADAPCP).

This system also provides installation commanders and DOD policy makers with satistical
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information on acohol and other drug abuse in the army and the effectiveness of the ADAPCP.
DAMIS provides current and historical information to those individuals responsible for monitoring
the abuse of alcohol and other drugs and for determining whether the ADAPCP is an effective
means of eliminating abuse and rehabilitating their personndl.

1.2.1 Organizational and Personnel References.

The following organizations and personnd maintain a responsibility or interest in this ISM
application.

a |SM Functiona Proponent. The ISM Functiona Proponent (FP) is the Office of the
Director of Information Systems for Command, Control, Communications, and
Computers (ODISC4).

b. Application Sponsor. The application sponsor is the Director of Management (DM)
Office Chief of Staff, Army (OCSA).

C. ISM/MISM FP. The ISM/MISM FP is the Assistant Chief of Staff for Installation
Management (ACSIM).

d. Assigned Responsible Agency (ARA). The ARA for technical development,
testing, fielding and maintenance of this ISM application is the Information Systems
Engineering Command (ISEC).

e Point of Contact.

Organization: U.S. Army Information Systems Software
Center — (USAISSC)
Executive Software Systems Directorate
Attn: AMSEL-RD-SE-IS-ESC, Stop H-6.
Fort Belvoir, VA 22060-5576.

Point of Contact: Joanne Pinheiro

Commercial Phone: (703) 235-6079

1.3 DOCUMENT OVERVIEW.

The purpose of this DAMIS SUM is to provide the software user with the information necessary
to use the system effectively. This manual also provides instructions on how to operate a
Personal Computer workstation. For information about functional and system administration,
refer to U.S. Army, AISM 25-P6A-AVM-AIX-SCOM, “DAMIS Software Center Operator
Manual (SCOM)”.

1.3.1 Security.

DAMIS does not store or process classified dataa. DAMIS data is designated as unclassified-
sengitive two (US2), as defined in Army Regulations (AR) 380-19, “Information Systems Security
(1SS)”, 01 May 1996. This data is “For Official Use Only (FOUQ)”, and prohibits unauthorized
disclosure.

a Authorization. Either an explicit official authorization or an implicit authorization
derived from official assgnments or responsibilities must authorize access to
DAMIS.

b. Disclosure. 'You must not disclose any persona information contained in DAMIS

except as authorized by AR 380-19.
1.3.2 Security Guidelinesfor Using DAMIS.
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The following guidance helps users to operate the system in accordance with applicable security
provisions.

1.3.21 Maodifying or Viewing Data.

Only users who have explicit authorization are alowed to enter, modify, delete, or view DAMIS
data. The System Administrator (SA) administrates the system access using a combination of login
name, password, and access permissions. Only, persons to whom login names and passwords were
specifically assigned by the SA shal use them.

a Screens. Adjust Video Display Termina (VDT) screens so that unauthorized person
can not view informational displays.

b. Accuracy. Enter or modify data carefully and completely, to avoid storing or
transmitting erroneous or incompl ete data.

1.3.2.2  Protecting Information Sour ces.

Safeguard al information input to or generated by the system against unauthorized use, copying, or
destruction.

a Documents.  Prevent unauthorized persons from viewing or accessing any
documents, such as forms or manua files, by covering them or storing them in
Secure containers.

b. Electronic Media. Label al electronic media, such as tapes or diskettes, and keep
them in proper storage containers.

1.3.3 Documentation Conventions.
1.3.3.1 Notational Conventions.
Table 1.3-1 shows the symbols of notational conventions used throughout this manual.

Table 1.3.1. Notational Conventions

SYMBOL MEANING

<Enter> Enter or Return key. Control, aternate, or similar keys on the keyboard are
shown thisway. Examples: <Alt> <PgDn>

<Ctrl>/<D> Denotes a combination of a control key and alphanumeric key. Hold the
<Alt>/<X> control key and press the specified alphanumeric.

<F1> FUNCTION Denotes afunction key and its screen-labeled function

“message’ Denotes a message displayed on-screen

{prompt} Denotes a prompt that requires aresponse

text Type the text exactly as shown

“text” Names of files, directories, and other items may be shown n quotes to
indicate their exact names

1.3.4 Procedural Conventions.

1-3



Version 11.00 AISM 25 P6A -AVM -A1 X-SUM 01 December 1999

Every item on every menu has a corresponding number. To select a menu item, press its number
followed by <Enter>. Figure 3.4.1 shows the hierarchy of al DAMIS menu items. Use this
hierarchy of menu item numbers to specify the menu path The menu path for “Add/Change
DAMIS User” isasfollows:

Master Menu

????7. DAMIS Administration Menu

? ???? 1. Security Administration Menu

? ? ? ??? 1. Add/Change DAMIS User
“Use Procedure 7,1,1 (Add/Change DAMIS User)” means to select each menu in order, starting
from the “Master Menu”. Using this system of notation, you can quickly get to the screen needed
without having to refer to the Hierarchy Diagram. Simply enter each number (followed by
<Enter>) in the order listed.
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2 REFERENCED DOCUMENTS
2.1 PROJECT REFERENCES.

The following documents are helpful in understanding and performing the tasks described in this

SUM.

a Project Request. U.S. Army Automated Information System (AlS) Manual 25-P6A-

AVM-OSE-FD, “DAMIS Functiona Description (FD),” 10 December 1993.
b. Hardware Documentation.

D

IBM POWERStation and POWERserver - Diagnostic Information for Micro
Channel Bus Systems, Version 4.2 - Part No. SA23-2765-01.

2 IBM Adapters, Devices, and cable Information for Micro Channel Bus
Systems, Version 4.2 - Part No. SA23-2764-01.

3 IBM 7012 Models 300 Series - Ingtalation and Service Guide - Part No.
SA23-2624-07.

4 IBM 7012 Models 300 Series - Operator Guide - Part No. SA23-2623-05.

C. Software Documentation

(@D} MS-DOS User’s Guide and Reference, Version 5.0/6.22.

2 AlX Verson 4.2 Quick Ingallation and Startup Guide.

3 AlX Verson 4.2 Ingtdlation Guide - Part N0.SC23-2341.

(4  AIX Version 4 Getting Started - Part No.GC23-2521.

(5) AlIX Version 4.2 System User’s Guide: Operating System and Devices.

(6) AIX Verson 4.2 System Management Guide: Operating System and
Devices.

) AlX Version 4.2 Network Installation Management Guide and Reference.

(8 AIX Verson 4.2, Information For Operation Retrieval/License System
(IFOR/LS) System Management Guide.

(9)  Oracle?™ for AIX-Based Systems Installation & Configuration Guide, Part
No0.A32105-1.

(10) Oracle7™ SQL™ Plus User’s Guide and Reference, Version 3.1

(11) Oracle?™ Server SQL Language Reference Manual, Part Number 778-70-
1292.

(12) A Technical Introduction to the Oracle Server in the “Oracle7 Server
Concepts Manual”.

C. Standards or Reference Documentation.

(@D} U.S. Army, AR 600-85, “Alcohol and Drug Abuse Prevention and Control
Program”, 21 October 1988, UNCLAS.

2 U.S. Army, AR 340-21, “The Army Privacy Program”, 5 July 1985,
UNCLAS.

3 US Army, AR 40-66, “Medicd Record and Quality Assurance
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Administration”, 1 April 1987, UNCLAS.

4 Department of Defense, DOD Directive 1010.1, “DOD Drug Abuse Testing
Program”, 28 December 1984, UNCLAS.

) Department of Defense, DOD Directive 1010.3, “Drug and Alcohol Abuse
Reports’, 23 September 1985, UNCLAS.

(6) Department of Defense, DOD Directive 1010.6, “Rehabilitation and
Referra Services for Alcohol and Drug Abusers’, 13 March 1985,
UNCLAS.

2.2 TERMSAND ABBREVIATIONS.
Section 6 defines the terms, abbreviations, and acronyms unique to this manual.
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3 SOFTWARE SUMMARY
3.1 SOFTWARE APPLICATION.

This section summarizes DAMIS, including its background, functions performed by the application,
communication techniques used, and interfaces to other systems and organizations.

The DAMIS-FS was developed to automate field level tracking, management, identification and
rehabilitation of alcohol and other drug abusers. In addition, it provides installation commanders
and DOD policy makers with statistical information on acohol and other drug abuse in the army
and the effectiveness of the ADAPCP.

The first objective requires a means of identifying and tracking individuals throughout their
enrollment in the ADAPCP. The second objective is satisfied by providing current and historical
information to those individuals, who have responsibilities to monitor the abuse of alcohol and
other drugs. It also determines whether the ADAPCP is an effective means of eliminating abuse
and rehabilitating their personnel.

3.2 SOFTWARE INVENTORY.

The names, types, and descriptions of the DAMIS programs (software units) are listed in Table
3.2.1 below. The type column consists of- S for shell programs, E for Extended Termina
Interface Prototype (ETIP) executable, Q for Embedded Structured Query Language (ESQL)
programs (without ETI) and C for C programs (without ESQL). See Figure 3.4-1, DAMIS
Hierarchy Diagram, for an overall view of the ETIP programs.

Table3.2.1. DAMIS Softwar e Units

profile

n

login shell Basic user setup for system

.Setupl SM profile Runs .strtusrISM & damis_prg

strtusrl SM
sh_iasagf.sh
sh_icheck.sh
sh_ickinfo.sh
sh_iead.sh
sh_jiash
sh_ilad.sh
sh irad.sh
sh_isiv.sh
sh_isrdv.sh

.setuplSM Set ISM environmental variables
install_prg Copy filesfrom $APPDIR to $SITEDIR

install_prg Checksto seeif logged in as root

install_prg Checks for informix directory

install_prg Exports database
install_prg Main Work of installing the ISM APPS
install_prg L oads database

install_prg Drops database
install_prg Not Used
install_prg Not Used

st_user
sh_geldbs
sh st user

damis _prg Adds and deletes user from ISM

install_prg Gets database spaces available

install_prg Run start_user program

nlilnflnflnlnlunjununlunlunlunln|lnln|ln

sh_runstart_user
script

install_prg Run start_user program

S_nadapcp.sh program_prg Branching control script
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Table3.2.1. DAMIS Softwar e Units

adhoc_prg

m

damis_prg

Adhoc Query Main Menu

admin_prg

damis_prg

Ad Hoc Query Administration

ater_locks

install_prg

Setsthe database tables to |lock mode row

biogry_prg

chemica_prg

Biochemical Testing Query Menu

biorpt_prg

damis_prg

Biochemical Testing Report Menu

chemica_prg

damis_prg

Biochemical Testing Menu

correct_prg

damis_prg

Individual 1D Correction Menu

crons/ism_transfer

transferfiles

Transfer Transaction Files

crondtransferfiles

transfercron

Transfer Transaction Files

crons/transfercron

cron

Cron to Transfer Transaction Files

damis_prg

.Setupl SM

Master Menu

data_prg

damis_prg

Data Management Menu

deletion_prg

damis_prg

Data Deletion Menu

€cps_prg

damis_prg

PRs/ECP-S submission

education_prg

damis_prg

Education Menu

findilidb.sh

install_prg

Gives|LIDB location

group_prg

patient_prg

Group Session Appointment Menu

insrapr_prg

report4_prg

Installation RAPR Menu

install_prg

system admin

Setup ISM and Database

manpower_prg

chemica_prg

Manpower Statistics

manpower_prg

education_prg

Manpower Statistics

manpower_prg

patient_prg

Manpower Statistics

manpower_prg

program_prg

Manpower Statistics

patient_prg

damis_prg

Patient Services Menu

patrpt_prg

damis_prg, patient_prg

Patient Services Report Menu

patqry_prg

patient_prg

Patient Services Query Menu

position_prg

program_prg

Test Designated Position Menu

prn_usr_prg

damis_prg

Print User Profile Report

program_prg

damis_prg

Program Management Menu

rapr_prg

program_prg

RAPR Menu

reportl prg

damis_prg, education_prg

Prevention Education Report Menu

report2_prg

damis_prg, education_prg

UADC Education Report Menu

report3_prg

damis_prg, education_prg

Counselor Education Report Menu

report4_prg

damis_prg, program_prg

Program Management Report Menu

start_user.sh

mim(mmMm MMM Mm@ @ M[{[M{Mm@ M{M{(M M{M{(M|M|M[{[M|um(mMmmMm MM ||OM|Mm|{mMm{mMm|wv|m

damis_prg

Run start_user program
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Table3.2.1. DAMIS Software Units
File Name File Type Description

unit_prg program_prg Unit Information Menu

3.21 Information Inventory.

3.2.2 Resourcelnventory.

Since the software unitsin the DAMIS ISM consist of a single executable and many associated files
(often small and insignificant), a complete listing of every file referenced would be inappropriate.
Instead, this exhaustive listing of the files that comprise a software unit is included in the DAMIS
Software Product Specifications (SPS) manual. The numerical majority of files that comprise a
software unit contain help messages and other text displayed on the screen when the ETIP program
executes. Thus, most of the files do not change as a result of DAMIS ISM processing. The
exceptions to this include dynamic menu files that can be changed by a user or the ISM
administrator. Permanent files created using the DAMIS ISM include the Engineering Change
Proposa Software (ECP-S) data files. Other data files are created while generating reports and
during ISM processing but these are temporary in nature.

The DAMIS database contains much of the information referenced, created and updated by the
DAMIS ISM. DAMIS requires this in order to operate. The ILIDB contains information that is
referenced by the DAMIS ISM. DAMIS cannot create or update information in the ILIDB
database. If it isnot available, processing can continue.

3221 DBMSkFiles.

The database tables referenced or updated by DAMIS are listed in Table 3.2.2 below in aphabetical
order. The Subject Area Database (SADB) must contain these tables to operate fully, though it may
be possible to continue operation with some tables missing.

Table3.2.2. DAMIS Database Tables

academy adapcp_tbl
adapt_students adapt_tbl

adhoc_svdet adhoc_svary

adhoc_tbl appt_code_tbl

appt_tbl audit_tbl

budget_tbl cert_tbl

ecps_thl edclass thl

emp_tbl exam_tbl

facility_tbl grp_appt_thl
grp_att_tbl grp_ind_tbl

grp_sch_thl individ_tbl

manpower_tbl max_id

menu_tbl milspec_thl
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Table3.2.2. DAMIS Database Tables

mnpwr_dir_tbl

mnpwr_ind_tbl

mnpwr_oth_thl

popl_tbl

pop2_tbl

position_tbl

ppr_thl

printer

printer_default

purchase_thl

rapr2_tbl

raprz2b_thl

rapr3_tbl

raprd_tbl

rapr5_tbl

rapré_tbl

rapr7_budget

rapr7_tbl

scr_thl

security

tda thl training_tbl
uadc _thl unit_tbl

The tables in ILIDB that are referenced by DAMIS are listed in Table 3.2.3 below. You can find
details about these tablesin the ILIDB Database Design Description (DBDD) Manual.

Table3.2.3. ILIDB Database Tables

civilian individual

mil_pers

3.2.22 Permanent Files

There are more than 1000 permanent files in the DAMIS run-time module. The names and
locations of the permanent files referenced created, or updated by DAMIS are included in the
DAMIS Software Product Specifications (SPS) manual. They are not included here, since the files
can not be understood without the detailed information about the ETIP programs that the SPS
provides. Mogt of the files in the DAMIS run-time have suffixes that indicate the type of the file.
The meanings of some of the suffixes are as follows:

Table 3.2.4. Meanings of Suffixes
FILE SUFFIX TYPE/CONTENTS OF FILE

txt Text of aHELP, WARNING, BANNER, or MESSAGE SCREEN
menu List of choices available with the CHOICES key
sh Executable “shell” commands

sql SQL statements

The files contained in the “damis.exp” subdirectory are not needed at run time. They contain an
export of the DAMIS database that is used optionally to load the database during DAMIS
instalation. The “damis.sgl” file contains an QL script that may be read by the “dbimport”
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command.

3.2.3 Report Inventory.

All reports produced by DAMIS are listed below with the name of the executable that produces the
report and the DAMIS menu path(s) from the “Master Menu” to the report. For example, the path
4,1,2,1 means that you obtain the report by selecting item 4 from the “Master Menu,” then select
item 1; then 2; then 1 from the next three menus. Refer to Figure 3.4-1, DAMIS Hierarchy
Diagram, for an overdl view of DAMIS functions.

To obtain a report, select the report from the menu and enter the criteria specified. You can
choose to view some reports on-screen as well as send them directly to a specified printer. A
complete listing of the reports created by DAMIS is as follows:

Table 3.2.5. Report Inventory
Report Title Executable Menu Path

Pending Mandatory Commander Referral Report patrpt_prg 1,171

Medical Referral Report 1,1,7,2

Incomplete Patient Intake/Screening Record Report 1,1,7,3

Incomplete PPR Report 1174

Patient Progress Report Due Date Report 1,1,75

Detailed Patient Information Report 1,1,7,6
Counselor Casel oad Report 1,1,7,7

Patient Roster 1,1,7,8

Notification of Missed Appointment Report 1,179

Missed Appointment Report 1,1,7,10

Record of Missed Individual Appointment 11,711
Group Session Roster 11,712

Record of Missed Group Session Appointment patrpt_prg 1,1,7,13

Counselor Appointment Log 1,1,7,14

Individual Summary Report 1,1,7,15
Individuals Identified and not screened 1,1,7,16

Commander Prescreen Urinalysis Test Results Report biorpt_prg 1,241

Military Laboratory Urinalyss Test Results Report 1,2,4,2

Civilian Laboratory Urinalysis Test Results Report 1243

Individual Military Urinalysis Testing Record 1,244

Individual Civilian Urinalysis Testing Record 1,2,4,5

Confirmation Rate Report 1,2,4,6

Rejection Rate Report 12,47

Print Military Previous Positives Report 1,2,4,8

Print Civilian Previous Positives Report 1,249
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Table 3.2.5. Report Inventory
Report Title Executable Menu Path

Future Education Report by Class UIC reportl _prg 13131

Future Education Report by Class Type 1,31,32

Future Education Report by Instructor 1,31,33

Future ADAPT Report 13134

Past Education Report by ClassUIC 131,35

Past Education Report by Class Type 131,36

Past Education Report by Instructor 131,37

Past ADAPT Report 131,38

Counselor Certification Progress Report report3_prg 1,3,24,1

Individual Counselor Internship and Certification Report 13242

Counselor Internship and Certification Summary Report 1,324,3

Counselor Recertification Progress Report 13244

Counselor Course Report 1,3245
ADAPCP Academy of Health Sciences Course Report 1,324,6

UADC Certification Progress Summary Report report2_prg 13331

UADC Certification List 1,3,3.3.2

Units Requiring UADC 1,3,33,3
Unit Listing by UIC report4_prg 1,491

Unit Listing by Unit Name 1,4,9,2

ADCO Budget Status Report 1,4,9,3

Employee Budget Status Report 1494

ADCO Purchase Request Report 1,4,9,5
ADAPCP TDA Report for one TDA 1,49,6
ADAPCP TDA Report for all TDASs 1,4,9,7

ADAPCP Working TDA Report for one TDA 14,9,8
ADAPCP Working TDA Report for all TDAs 1,499
ADCO Personnel Report 1,4,9,10

Test Designated Position Listing position_prg 1,49,11

I ADCO Manpower Utilization Report 1,4,9,12
ADAPCP Employee Data Report 1,4,9,13

Installation RAPR insrapr_prg 1,4,9,14

User Profile Report prn_usr_prg 7,14

Historical Data Purge Summary Report data prg 751

DAMIS-FS Complete Backup File 7,52
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Table 3.2.5. Report Inventory
Report Title Executable Menu Path

DAMIS-FS Incremental Backup File 7,53

Deletion Audit Report deletion_prg 7,76

3.24 Custom Reports.

The ISM “Ad Hoc Query” utility can create Ad hoc (customized) reports. These reports are the
output of SQL queries of the “damis’ database. You can construct queries using a menu-driven
feature (knowledge of SQL not required) or you can write your own free-form SQL queries. In
either case, operation is restricted to queries only; updates or deletes are not allowed. Refer to
Section 7 of this manual for more information.

3.3 SOFTWARE ENVIRONMENT.

The DAMIS ISM runs on any UNIX System V platform against a Structured Query Language
(SQL)-compliant Relational Database Management System (RDBMS). Terminals may consist of
any American Nationa Standards Institute (ANSl) 3.64 type or a PC with a smilar emulation
program. Printers, modems, and other peripherals will be site specific. To successfully execute
DAMIS, the system environment should consist of the hardware, software, and utilities designated
in paragraphs 3.3.1 and 3.3.2.

NOTE: This ISM application is not dependent upon any one particular model of computer. The
hardware described in the following paragraphs is one of the configurations possible for
operating the DAMI'S application.

3.3.1 Hardware Required.
Hardware configurations required to support DAMIS include:
a Computer. IBM RISC 6000 System - Model 7012-300 series.

b. Local Computer Workstation. 386/486 class persona computer, a keyboard, a
monitor, power strip/surge suppressor, communications interface.

C. Printers. For reports high-resolution dot-matrix impact printer, with RS-232 seria
communications interface and 132 column wide format.

3.3.2 Software Required.
The software required, to run, DAMIS ISM includes:

a Operating System (OS). AlX OS Version 4.2 Installation Guide. The operating
system supervises the work of the computer and provides software utilities.

b. RDBMS. ANSI SQL compliant Relational database management system, (such as
Oracle7?™ for AIX-Based Systems). The database is a collection of data,
information about indexes, and system catalogs that describe the structure of the
database.

ISM Application Thisisthe DAMIS application software and is used in host mode.
Loca Operating System MS-DOS 5.0/6.22 disk operating system. This operating
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system controls the work of the local installation computer and provides local mode,
software utilities.

e. Loca Communication Software. Various types of communications protocol
software may be used, depending on your installation configuration. This software
formats and arranges data for transmission and controls the transfer of data between
computers.

3.3.3 Database/Data Bank Characteristics.
DAMIS isdesigned usng aRDBMS that will:
a Allow installationunique tables and attrib utes.

b. Provide integration with other portions of the instalation, centra data repository
previoudy developed.

C. Use data e ements standardized IAW AR 25-9.

The data elements used for DAMIS are identified from the FD, the Structured Requirements
Analysis Planning (STRAP) reports, the STRAP key-based data model, the Joint Application
Development sessions, and the Prototyping sessions. Other sources include existing databases,
reports, forms, user manuals, and other data stores maintained by the functional organization.
These data elements are fully defined in the Army Data Dictionary (ADD)/Automated
Dictionary Support System (ADSS).

The data elements for DAMIS are integrated into a multifunctional database as part of the ISM-
wide data architecture. By accessing this data architecture, each function within has aview of its
data. This view will consist of multiple data e ements that are contained in a row of one or more
tables. Estimates of table and row sizes for the SBIS-wide data architecture are presented in the
Database Design Description (DBDD) Manual.

3.34 Major Application Components.
DAMIS contains the following maor components:
a Logica Parts of the System

@ The “Maintain Patient Data’ functional area supports tracking of a patient’s
progression from identification, through enrollment, to release from the
program. Data are entered through a series of interactive screens that
identify an individual to the ADAPCP. As the information that identifies the
individual is entered, the system determines whether the individua is
currently enrolled. The system provides messages to the ADAPCP staff
about the data being entered on an individua. Messages indicate if the
individua has aready been identified or is aready enrolled and reduces the
amount of work needed to research records concerning newly identified
individuals. If the method of identification is by either a medica, or
apprehension referra, an ADAPCP saff member enters the referrd
information, which is associated with the identification.

Positive biochemical test results that reveal the use of anillicit drug result in
an identification record, being created for an individual. For new referrals,
an ADAPCP staff member can produce a report that lists the individuals that
have been identified to the ADAPCP, but whose commander has not yet
made areferral. Thisreport reduces the chance of overlooking areferrd.
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In preparation for the assessment of the individua by the counselor and other
rehabilitation team members, various types of information may be obtained
from the DAMIS-FS. Pre screened or Forensic Toxicology Drug Testing
Laboratory (FTDTL) uinaysis test results may be queried. An ADAPCP
staff member can aso determine whether a commander has been notified of
the pre-screened or FTDTL urinalyss test results.  As mentioned earlier,
previous enrollment information from the DAMIS-FS or the DAMIS-HQ
may be reviewed interactively. If anindividua is screened but not enrolled,
no further data are collected, but existing data remain ontline for future
reference.

Once an enrollment decision is made for an individua, any incomplete
Patient Intake/Screening Record (PIR)-DA Form 4465 data will be
investigated by ACSAP. ACSAP may require the record to be recent, or
they may fix it themselves. The DAMIS-FS produces a report for counselors
or the Clinical Director (CD) that indicates those DA Form 4465s, that have
not yet been completed and transmitted to the DAMIS-HQ. The system
produces a hard copy of a DA Form 4465 that is added to the patient’s case
file. Other reports can be produced from the DAMIS-FS to be used with
form letters sent to commanders or attached to in-house status reports.

During rehabilitation, patient progress information, to be associated with the
identification and enrollment data, may be entered. Throughout this phase,
al identification and assessment information is available ontline to an
ADAPCP staff member.

As patients are scheduled for individua appointments or group sessions,
scheduling information is input into the DAMIS-FS. Information about
which appointments or sessions were attended or the reasons for missing an
appointment or session are also entered. Various reports are available that
describe the appointment schedule load and patient participation. During the
initial appointment, patients are provided a series of appointment dips
generated from the scheduling data within the DAMIS-FS. A report may be
generated which shows consecutively missed appointments by a patient.
This information, readily available to a counselor, describes a lack of
participation by the patient.

The system produces a report that indicates Patient Progress Reports (PPR)
that are due to be completed or are past due. The system aso produces a
hard copy version of the PPR form, to be placed in a patient’ s case file.

While a patient is enrolled, a counselor may record the date the patient is
admitted to a Residential Treatment Facility (RTF), the date released, and the
name of the RTF. This data remains associated with the other information
about the patient’ s enrollment and are available for review.

If the patient is permanently transferred to another Service Area Code (SAC)
during an active enrollment, the counselor can produce a file from the
DAMIS-FS containing a patient’s history data. A PPR is also generated to
indicate a permanent change of station (PCS) transfer and is sent to the
DAMIS-HQ. The &bility to rapidly accumulate all current enrollment
information encourages complete transfer of data with minimal loss of a
patient’s history. This capability is particularly beneficial if an individua is
reassigned to an overseas duty position.
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The DAMIS-FS promotes the effective use of counselors by providing for
counselor caseload management. Severd reports, available to counseling
planners, display the counsdlors current case load and their near-term due
date. To the individual counselor, this capability assists in planning daily
activities. The DAMIS-FS produces a report showing which counselor is
assigned to an individual’ s case and the number of additional cases assigned
to that counselor.

All of the data entered thet relate to patients are available for use as part of
program management functions. Patient data are used to automatically
produce the quantitative summary information for the DA Form 3711-R.

The Maintain Biochemica Testing Data functional area supports the entry of
data from the DD Form 2624. Other urinalysis information, not on the
forms, is dso required by the DAMIS-FS. If the specimen belongs to a
civilian in a Testing Designated Position (TDP), an ADAPCP staff member
records the type of TDP. An ADAPCP staff member may also indicate
which urine specimens shipped to aFTDTL are quality assurance samples.

To identify individuals as possible drug abusers as soon as possible, the
DAMIS-FS produces a report containing the urinalysis test results from pre-
screening. A similar report, which identifies only specimens whose pre-
screening results were positive, is sent to commanders by the ADAPCP.

Results received from a FTDTL in hard copy format are manually entered.
The laboratory accession number, which accompanies all results, can be used
during conversations with the FTDTL about the testing of an individua
specimen.

If a positive testing result is received from a FTDTL for an individua that is
not currently identified or enrolled, the DAMIS-FS automatically generates
an identification record for that individual. The ID record is created
automaticaly if the postive is THC or COC and the person is military.
Otherwise the record is not created until the Medical Review Officer (MRO)
confirmsthat it was unauthorized usage of the substance.

An ADAPCP staff member can produce other types of biochemical testing
reports from the DAMIS-FS. One report, produced for a given SAC, within
a specified time period, compares the number of pre-screen positive with the
number of positive confirmed by aFTDTL. It provides asimilar comparison
for the negative specimen results. Another report describes the percentage of
specimens that are rgjected by a FTDTL. For reporting purposes, urinaysis
specimen idertifiers that have been “flagged” by the system as being
erroneous are counted for al reports.

The DAMIS-FS provides the ability to capture and maintain identifying and
quantitative data about the drug and acohol classes being taught by the
ingtallation ADAPCP. Only an Educationa Coordinator (EDCO) dtaff
member will have access to enter the class attendance, which is used to
produce the DA Form 3711-R. The system alows the ADAPCP staff
personnel to obtain information on the types of classes, the instructors
assigned to the classes, and the dates and times of al classes. The system
ensures that an instructor is not scheduled for more than one class on the
same date and time.
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The DAMIS-FS dso tracks and maintains data on counselor internship,

certification, and training. The system allows certification information to be
entered or updated. The user may create an ad-hoc query about an individual

counsdlor or al counsdlors certification date(s) or the number of in-service
training credits. The system provides severd reports that identify counselors
that are not yet certified and a particular counselor’s course status or re-
certification dates.

Unit Alcohol and Drug Coordinator (UADC) certification and training data
are captured and maintained within the DAMIS-FS. The system captures
identifying data such as the UADC rank, whether the UADC completed the
probationary period, and whether the UADC is certified. Reports may be
produced which describe a UADC progress toward certification or aroster of
al UADC and the assigned units.

An ingtalation ADAPCP provides services to Army personng who are
assigned to a specific unit residing at the installation. The ADAPCP staff
may maintain information identifying those units using the DAMIS-FS. A
report may be printed that lists al of the installation units. Throughout the
system, whenever a unit is referenced during data entry, the previousy
entered unit-identifying information is checked to determine if the
reference isto avalid loca unit.

The DAMIS-FS maintains information on an installation ADAPCP Table of
Didtribution and Allowances (TDA) Authorization Document. This function
allows information on all positions within the ADAPCP to be added to the
system and maintained during a TDA dfective time period. An ADAPCP
staff member may change the TDA position data as corresponding changes
to the TDA are made. Reports are available about the TDA positions and the
personnd employed in those positions.

The DAMIS-FS dso provides the ability to maintain data on installation

ADAPCP employees who are assigned to TDA positions. Data, which

identify and describe an employee, may be entered into the system when an
employee is hired. ADAPCP personnel can generate reports on the
employees to provide information for use during the ADAPCP personnel

management activities.

The manpower utilization capability includes information on how the
installation ADAPCP saffs spend their time in support of the ADAPCP
direct misson and indirect work categories. This function includes the
capability to enter initill manpower usage data, change the data when
required, and generate reports that can be used by instalation ADAPCP
managers to support manpower planning activities. The data are also
available for summary statistics used in the DA Form 3711-R.

The DAMIS-FS supports the installation ADAPCP budgeting activities and
the purchase of items that affect the budget. Asthe ADAPCP staff members
determine the budget, the information from it is entered into the DAMIS-FS
down to the budget-item level. As changes are made to budget items during
the fisca year, those changes are added to data aready existing in the
system.

ADAPCP personnel may enter data on installation ADAPCP purchases that
affect the budget. When a purchase request is made by an ingdlation
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ADAPCP, data are entered into the system. Once the purchase request is
approved, the system processes the information. Once the purchase is
received, the system accepts updates reflecting the receipt of the purchase
and the finad purchase amount. Reports can be generated to dlow the
ADAPCP personnel to review the purchases that have occurred or are
pending.

One of the main functions of the system is to produce the monthly DA Form
3711-R, which describes information about the ingtalation ADAPCP
monthly activities. The patient, biochemical testing, education, and program
management data previously entered are used to construct the summary-level
statistics required by the ACSAP. Other data, such as installation population
data, are captured on a monthly basis as the installation population changes.
The system provides the capability to print the report for review.

The DAMIS Administration functional area supports the administration of
the automated DAMIS-FS. This includes user account management, system
backup and restore, generation of transactions, correction of individua
identifiers throughout the system, and deletion of individual patient services
and urinalysis data.

The DAMIS-FS is accessible only to authorized users. To ensure that only
authorized users have system privileges, user identifiers are issued to
installation ADAPCP staff members so that they can perform functions
using the automated system. The system administrator maintains the user
profiles that designate the privileges or system functions that are available to
each DAMIS-FS user. The user profile also associates the user identifier
with ADAPCP employee information entered in the Program Management
functiona area.

The SA or any other authorized user may change individua identifiers. If a
urinalysis custody document and the database have an identical, but incorrect
individua identifier, the system administrator identifies the data in the
database as incorrect. If the identifier in the database is incorrect but the
urinalysis custody document is correct, the system administrator changes the
individual identifier in the database for the urinalysis testing results and
associated patient data.  If patient data are entered including an incorrect
individua identifier and there are no associated urinaysis testing data, the
system administrator may correct the individual identifier within the patient
data. Asany changes of the individual identifier are made or an identifier is
marked as incorrect, the DAMIS-FS identifies that a transaction must be sent
to the DAMIS-HQ to make similar changes.

From within DAMIS Administration, users with appropriate access profiles
may delete patient services and urinalysis information about individuals. As
the information is deleted, an entry is automatically placed in a deletion audit
log. Thislog, which may be printed later, describes what data was deleted,
who deleted the data, and when the data was deleted. The audit log cannot
be atered or deleted by a DAMIS-FS user.

Asthe amount of data in the local database becomes very large, only a small
percentage will be changed each day. If the system administrator performs
an incremental backup, only the data that has changed since the last backup
are copied to the backup medium. Incremental backups may be made
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several times after one complete backup. In case of major data corruption,

the complete backup is restored first. Then, each incremental backup is

restored in succession, until the database is restored with the contents as of

the desred day. Occasondly, as the number of incremental backups

increases, the system administrator will perform another compl ete backup to

establish a new basdline date; the incremental process is then repeated.
Communication Paths and Techniques. The ITP structure, which consists of the
following, supports ISM communications:

@ Host computers located at the installation Sites.

2 Communications hardware and software to support loca and long-haul
connectivity.

3 User workstations located at Army installations.

4 Remote network and systems management tools located at the Army
Network and Systems Operator Center (ANSOC).

The host computers at the ANSOC provide ISM application processing and ISM
application databases for their client users, who gain access through workstations.

T1 circuits and fractiona T1 bandwidth are provided for long-haul communications
between the ANSOC and the ingtallations. Bandwidth is provided through the
DOD, Defense Information System Network (DISN) when spare capacity is
avallable. When new service is required, it will be provided by either Defense
Commercid  Telecommunications Network (DCTN) or by Federd
Telecommunications System (FTS) 2000 contracts.

The ITP a the installation includes intra-building Local Area Networks (LANs) and
inter-building communications. Installations connect to long-haul communications
via a router, which aso attaches the Ingalation Information Transport System
(IITS), which is connected to a hub in the user buildings. Building LANS consist of
workstations and printers connected via 10BaseT intelligent hubs. In some aress,
workstations will communicate via modem to an indalation hub, which will
interface to a router for long-haul communications.

DAMIS communicates between PC workstations and a local host either via an EIA
RS-232-C serid connection or through an Ethernet LAN. Procomm termina
emulation software is used with the “VT100” emulation set and ISM host terminal
type, set to “VTPC-C” for color monitors and “VTPC-M” for monochrome
monitors. The baud rate, parity, and number of stop bits should match those of the
ISM host. Y ou can also use Telnet.

Typical configuration examples:

Serid connection using termina emulation software with an IBM compatible PC.
The PC hardware required is a seria port (COM1 or COM2 only). The software
required is DOS 5.0 or higher and Procomm 2.4.2. Using Procomm, the following
options should be set in the Terminal Setup section (accessed by pressing <Alt/S>
on the keyboard. The other settingsin this section are irrelevant.

Settings:

Termina Type :VT100
Duplex - FULL
Line Wrap : OFF
Scroll :ON
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The following options should be set in the Line Parameters section (accessed by
pressing <Alt/P> on the keyboard). All of these settings should match the particular
PC hardware and ISM host configuration that you have. Parameters that are likely
to vary are indicated with an “*”.

Port : COM1*
Baud rate . 2400*
Parity : SPACE*
DataBits 7

Stop Bits 1

The TERM variable on the ISM host should be set to “VTPC-C” or “VTPC-M” for
use with this configuration.

TCP/IP LAN connection using Nationa Center for Super-computing Applications
(NCSA) Telnet with a network interface card (NIC) in an IBM compatible PC. The
PC hardware required is a 3COM 3C503 Ethernet NIC in addition to the PC. The
NIC should be configured for “thinnet” (thin coaxia cable) and for memory mapped
I/0 by setting the jumpers as indicated for the card. Except for this change, use the
factory default settings. The software required for the AT is.

DOS5.0/6.0 Operating System

SMC/pkt8000.com  packet driver

TELBIN.EXE CUTCP/CUTE program (NCSA Telnet)
netstart.bat described below

telnet.bat described below

config.tel configuration file

vtpc-c.tbl keymapping file for vtpc-c termina type

The autoexec.bat file on the PC should be modified to run the program SMC/
pkt8000.com via a batch file called netstart.bat. This loads the packet driver that
communicates between the NIC and the Telnet software with its correct
configuration. The configuration is supplied as arguments to 3C503 and are, in
order from left to right, Ox7e (Software interrupt number), 2 (Interrupt leve
number), 0x300 (shared memory address) and 1 (use thinnet adaptor). Since
pkt8000 is a smal (3K) TSR it can remain loaded al the time, even when not
needed. The setting of the PATH variable should include the directory where the
telbin.exe program is located along with the configuration and keymapping files.

The telnet.bat file should change directory to this directory and then run the
telbin.exe program passing the argument supplied to telnet.bat. This is the name of
the ISM host as described in the config.tel file.

Various settings in the config.tel file depend on the LAN configuration. The name
and IP address of the PC workstation must be determined in consultation with the
LAN administrator to avoid conflict with other devices on the LAN. In addition, at
a minimum, the name(s) of the ISM host and its IP address must be st in the
config.tel file.

In the following sample config.tel file, the variables marked with “*” should be set
to particular values based on your PC/LAN/ISM host configuration. Other variables
are optional and may be set according to preference. Text after a‘#' is commentary.
See the NCSA documentation for details.

myname=myname # PC's LAN name; unique to LAN
myip=192.108.181.200 # PC IP address; uniqueto LAN
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name=default
keymap="VTPC-C.thl” # sets default keymap
name=ISMHOST #1SM host’s LAN name

hostip=192.108.181.72# |SM host’s | P address

Additiona pairs of lines like the last two may follow to indicate the LAN names and
IP addresses of other hosts on the LAN. The TERM variable on the LAN hosts
should be set to vtpc-¢ when using this configuration with the vtpc-c.tbl keymapping
file selected.

Note: The IP address and names given above are examples only. Determine the
correct values for your LAN in consultation with the LAN administrator.

To connect to the ISM host using the LAN, invoke the telnet.bat file with the name
of the ISM host as an argument.
State-of-the-art, digital cellular communication is used where data links are
critical.

C. Source Data Entry. Redundant data entry is diminated. Basic information is

captured at the source using automated source data technology, such as bar coding
and laser scanning.

d. Accuracy and Completeness. Reducing the need for redundant data entry and
implementing software edit checks will improve the accuracy and completeness of
data. Read and write/update access control measures will aso lower the error rate.

e. Better Utilization of Staff. Administrative burdens are reduced by automating date-
collection and report-generating functions. In some instances, manua tasks are
eliminated, entirely.

f. Timdiness. On-line access to centralized databases and eectronic data transfer
capabilities improves the timeliness of data.

s} Management Oversight. Operational data are instantly available to al users at every
level authorized to have access. Ad hoc query and report capabilities are provided,
aswell as standard, user-defined reports.

h. Graphics. Graphics are used to summarize datistical data (i.e.,, pie charts, bar
charts).

3.3.5 System Interfaces.

DAMIS references data stored in the ILIDB, which contains a subset of data from the Standard
Installation/Division Personnel System (SIDPERS) database. Data contained in the ILIDB is
reconciled with data from both SIDPERS and the Subject Area Database (SADB) periodicaly.

DAMIS application will directly interface with STAMIS, ISM, and other stovepipe systems such as
SIDPERS and the ILIDB. These interfaces may be done as direct connect eectronic record
transfer. For systems that have restricted electronic connectivity capabilities, magnetic media data
transfers may be used.

Connectivity to STAMIS, ISM, and stovepipes on or outside the ingdlation is currently
accomplished via SNA networks, the NIPERnet, LANSs, or asynchronous/synchronous
communication lines. Mogt installations have one network gateway to a magjor SNA network or to
the NIPERnet. Some installations have both.

The DAMIS will consider both connectivity paths with combinations of SNA 3270 emulation
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and file transfer or, in case of circuit unavailability, manual transfer of data via magnetic media.
Use of any of these methods permits “upload/download” of data from STAMIS to the shared
data file and to DAMIS data tables. Use of any existing network gateway may be considered
until hardware and software supporting an open system environment (OSE) is installed.

3.4 SOFTWARE ORGANIZATION AND OVERVIEW OF OPERATION.

DAMIS operates under a Portable Operating System Interface for Computer Environments
(POSIX) compliant (or nearly s0) operating system (OS) using an American Nationa Standards
Institute- Structured Query Language (ANSI-SQL ) Database Management System (DBMS). It was
developed under the UNIX OS using the Extended Terminal Interface Prototype (ETIP) Designer
Tool-kit with the INFORMIX DBMS and the UNIX tool-set.

ETIP Designer is used to construct most of the separate programs (software units) that comprise
DAMIS. These ETIP programs are stand-aone, though they are normally executed via a master
program. The master program executes each other program by suspending its own operation and
invoking the other program as a subroutine in response to a menu selection. Each program may
invoke other programs this way.

Some programs are written without ETIP and they may include Embedded Structured Query
Language (ESQL) statemerts. Some of these are referenced within the ETIP based programs.
DAMISiswrittenin C. Refer to Section 3.2, Software Inventory, for details.

The DAMIS programs communicate by shared access to the “ damis’ database. The database tables
accessible by DAMIS are listed in Section 3.2.2.1. DAMIS aso references various tables in the
ILIDB. The DAMIS Database Design Specification (DBDD) manual (AISM 25-P6A-AVM-AIX-
DBDD) contains more details about the database. Figure 3.4-1 is a directory of the menus and
screens available to the DAMIS user.

Menu Name or Screen Executable
Master Menu

????1. =Peacetime Menu ==> damis_prg
? ??? 7?1 =Patient Services Menu ==> patient_prg

??7?7?1. Add/Change Individua Identification Data
????2. Add/Change Patient Intake/Screening Data
???7?3. Add/Change Patient Progress Data
??7?7?4 . Add/Change PCS Gain Data
????5. Appointment Scheduling Menu
? ????1. Add/Change/Delete Individual Appointment Data
? ????2. Print Individual Appointment Slip
????3. Group Session Appointment Menu ==> group_prg
????1. Setup/Change Group Appointment

?

?

? ????2. Record No-show for Individuas
? ????3. Delete Group Appointment

5

?
?
?
?
?
?
?
?
?
?
Il
? ????4. Print Group Session Appointment Slip
? ?
? ??7?7?6 . Counsdor Education Development Menu
? ? ????1. Add/Change Counselor Certification Course Data
? ? ????2. Maintain Counselor Internship Training Data
? ? ????3. ADAPCP Academy of Health Sciences Course Maintenance
? ? ????4. Counselor Education Report Menu
? ? ????1. Print Counselor Certification Progress Report

? ? ? 2?2 ??2. Print Individual Counselor Internship and Certification Report
? ????3. Print Counselor Internship and Certification Summary Report
? ????4. Print Counselor Re-certification Progress Report

? ???2?5. Print Counselor Course Report

? ????6. Print ADAPCP Academy of Health Sciences Courses Report
?

?

?

?

ENIEREREN)

?

??7?7?7 . =Patient Services Query Menu ==> patqry_prg
? ????1. Query for Positive Military Prescreen Urinalysis Results Data
? 2?2?22, Query for Positive Military Laboratory Urinalysis Results Data

RS B RS B B B B B S B I O S S I B S B SIS RUN RN
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? ???7?3. Query for Positive Civilian Laboratory Urinalysis Results Data
? ????4. Query for Patient Progress Reports
? ??7??5. View Patient Intake/Screening Report
? ???7?6. View Patient Progress Report
?
????8. = Patient Services Report Menu
????1. Print Pending Mandatory Commander Referral Report
????2. Print Medical Referral Report
????23. Print Incomplete Patient I ntake/Screen Record Report
????4. Print Incomplete PPR Report
. Print PPR Due Date Report
????6. Print Detailed Patient Information Report
????7. Print Counselor Caseload Report
????8. Print Patient Roster
??2??9. Print Notification of Missed Appointment Report
??2??10. Print Missed Appointment Report
????11. Print Record of Missed Individual Appointment
????12. Print Group Session Roster
????13. Print Record of Missed Group Session Appointment
????14. Print Counselor Appointment Log
????15. Print Individual Summary Report
????16. Print Individuals Identified and not Screened

S RN N N RSN
N)
N
N
N
a

-~

EVEENEEN RV IEN IR

?
???7?9. = Manpower Stetistics

Figure 3.4-1. DAMIS Hierarchy Diagram
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enu Name or Screen
1
? ? ? ? 2. =Biochemica Testing Menu
?? 7L Military Urinalysis Specimen Testing Menu
? ????1.Barcode
? ? ? ? 1.Scan Barcoded Military Specimen Data
? ? ? ? 2. Maintain Military Laboratory Results Data
??? ? 3. Maintain Military MRO Evaluation Data

?7? ? ? 1. Add/Change Military Specimen Data
? ?7?? 2. Maintain Military Laboratory Results Data
? ? ? ? 3. Maintain Military MRO Evaluation Data

???7?2. Civilian Urinalysis Specimen Testing Menu
? ? ? ? 1.Scan Barcoded Military Specimen Data
???? 2. Maintain Military Laboratory Results Data
? ? ? ? 3. Maintain Military MRO Evaluation Data

?? ’? ? 1. Add/Change Military Specimen Data
? ??? 2. Maintain Military Laboratory Results Data
? ? ? ? 3. Maintain Military MRO Evaluation Data

N A A RS ENEN RS RN RN IR IR IENEN

????3. = Biochemical Testing Query Menu
? ????1. Query for Positive Military Prescreen Urinalysis Results Data
? ????2. Query for Positive Milit ary Laboratory Urinalysis Results Data
? ????23. Query for Positive Civilian Laboratory Urinalysis Results Data
?
????4. = Biochemical Testing Report Menu
? ????1. Print Commander Prescreen Urinalysis Test Results Report
? ’7’7772 Print Military Laboratory Urinalysis Test Results Report
? ??2??23. Print Civilian Laboratory Urinalysis Test Results Report
? ???2?4. Print Individual Military Urinalysis Testing Report
? ????5. Print Individual Civilian Urinalysis Testing Report
? ????6. Print Confirmation Rate Report
? ????7. Print Rejection Rate Report
? ????8. Print Military Previous Positives Report
? ????9. Print Civilian Previous Positives Report
?
????5. = Manpower Statistics

? ? ? 3. =Education Menu
??2?2?1. Prevention Education Schedule Menu

M
M
2
?
2
2
?
?
?
2
?
?
2
2
?
?
?
2
?
2
2
2
?
?
?
2
?
?
2
2
?
?
?
2
?
?
2
?
?
2
2
?
? ? ????1. Add/Change Education Class Data

W09V VY G H5YNY G500 Y YV 0000 0 0 D 0 0 ) ) ) ) ) ) D ) ) 0 Y

==>patrpt_prg

==> manpower_prg

==> chemical_prg

==> biogry_prg

==> biorpt_prg

==> manpower_prg

==> education_prg

317



Version 11.00 AISM 25 P6A -AVM -Al X-SUM 01 December 1999
? ? ? ????2. Delete Education Class Data

? ? ? ????3.  Prevention Education Report Menu

? ? ? ? ???? 1. Print Future Education Report by Class UIC

? ? ? ? ? ??? 2. Print Future Education Report by Class Type

? ? ? ? ? ? ? ? 3. Print Future Education Report by Instructor

? ? ? ? ???? 4. Print Future ADAPT Report

? ? ? ? ? ? ? ? 5. Print Past Education Report by Class UIC

? ? ? ? ???? 6. Print Past Education Report by Class Type

? ? ? ? ???7? 7. Print Past Education Report by Instructor

? ? ? ? ???? 8. Print Past ADAPT Report

? ? ? ?

? ? ? ????4. Add/Change ADAPT Course Information

? ? ? ????5. Delete ADAPT Course Information

? ? ? ????6. Add/Change ADAPT Follow Up Report

? ? 2

? ? 0072. ADAPCP Academy of Health Sciences Course Menu

? ? ? ????1. ADAPCP Academy of Health Sciences Course Maintenance
? ? ? ????2. Print ADAPCP Academy of Health Sciences Courses Report
? ? ?

? ? ??2??3. UADC Education Development Menu

Figure 3.4-1. DAMIS Hierarchy Diagram — Continued.
enu Name or Screen
3
? ????1. Add/Change UADC Certification and Training Data
? ????2. Delete and Print UADC Certification and Training Data
? ????3. UADC Education Report Menu

? ????1. Print UADC Certification Progress Summary Report
? ????2. Print UADC Certification List

? ????3. Print Unitsrequiring UADC Report
2

????4. = Manpower Statistics

??2?4. Program Management Menu
?2?2?2?1. Unit Information Menu

? ????1. Update Local Unitsfrom ILIDB/SIDPERS
? ????2. Add/Change Unit Data
? ????3. Delete Unit Data
? ????4. Unit Discrepancies Report
?

??7?7?2. Add/Change ADAPCP Site Information Maintenance
??7?7?3. Add/Change/Delete Budget Data
??7?7?4 . Procurement Menu
? ????1. Add/Change Purchase Request Data
? ????2. Delete Purchase Request Data
?
???7?5. Add/Change/Delete Authorizations Data
??7?7?6 . Personnel Management Menu
? ????1. Add/Change ADAPCP Employee Data
? ????2. Change ADAPCP Employee ID
? ???7?3. Delete ADAPCP Employee Data
2
??7?7?7. Test Designated Positions Menu
? ????1. Add/Change Test Designated Position Data
? ????2. Delete Test Designated Position Data
?
???7?28. RAPR Menu
?  2?2??1. Update RAPR

N I I N N N I N I I I N I N N N N N N N R N N N N N N N N N N N N N N N N N R N N N N N
REVERECEVEUECIFUIFUIEC IO ISR ICU IR SIRSECIEC IR IR ISR IFC IS S SR SRS SRS IS T SURNR IR SRR IR JEC IS N

? ????2. Print/View RAPR

? ? ????1. Print/View Section | Data
? ? ???7?2. Print/View Section || Data
? ? ????3. Print/View Section Il Data
? ? ????4. Print/View Section IV Data
? ? ????5. Print/View Section V Data
? ? ????6. Print/View Section VI Data
? ? ????27. Print/View Section VII Data
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? ? ?2????. DA Form3711-R

? ?

==> manpower_prg

3-18



Version 11.00 AISM 25 P6A -AVM -Al X-SUM 01 December 1999
? ? ? ????3. Transmit RAPR Datato ACSAP

? ? ?

? ? ??7?7?9. Program Management Report Menu

? ? ? ????1. Print Unit Listing By UIC

? ? ? ????2. Print Unit Listing By Unit Name

? ? ? ????3. Print ADCO Budget Status Report

? ? ? ????4. Print Employee Budget Status Report

? ? ? ????5. Print ADCO Purchase Request Report

? ? ? ????6. Print ADAPCP TDA Report for One TDA

? ? ? ? ???7. Print ADAPCP TDA Report for All TDA

? ? ? ??7??8. Print ADAPCP Working TDA Report for One TDA
? ? ? ????9. Print ADAPCP Working TDA Report for All TDA
? ? ? ???210. Print ADCO Personnel Report

? ? ? ????11. Print Test Designated Position Listing

? ? ? ????12. Print ADCO Manpower Utilization Report

? ? ? ????13. Print ADAPCP Employee Data Report

? ? ? ????14. Print/View Installation RAPR

Figure 3.4-1. DAMIS Hierarchy Diagram — Continued.
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? ? ? ???23. Print Counselor Internship and Certification Summary Report
? ? ???2?4. Print Counselor Re-certification Progress Report
? ? ????5. Print Counselor Course Report

? ? ????6. Print ADAPCP Academy of Health Sciences Courses Report
? ?
? ????3. UADC Education Report Menu

? ???7?1. Print UADC Certification Progress Summary Report

? ???7?2. Print UADC Certification List

? ???7?3. Print Units Requiring UADC

5

??7?7?4 . Program Management Report Menu
? 2?7?11 Print Unit Listing By UIC
? 2?2 2. Print Unit Listing By Unit Name

Figure 3.4-1. DAMIS Hierarchy Diagram — Continued.
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????7. =+Damis Administration Menu ==> admis_prg
? 2?7?21 Security Administration Menu

? ???7?1. Add/Change DAMIS User

???7?2. Delete DAMIS User

??7?7?3. Add Alternate ISM Administrator
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Figure 3.4-1. DAMIS Hierarchy Diagram — Continued.
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? ?
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?

????8. =l nstallation-Specific Applications Menu ==> install_prg
? ???7?1 Shdl —exittoreturn

?

????9. View Documentation/Regulations Menu
????1. View Governing Regulation (Primary)
????2. View End User Manual (EM)
??7?7?3. View Implementation Procedure (IM)
????4. View Maintenance Manual (MM)
????5. View ISMSIS
????6. View Configuration Control Manual (CCM)
????7. View Functional Description (FD)

Figure 3.4-1. DAMISHierarchy Diagram
3.4.1 Performance.
Accessing DAMIS forms is virtualy immediate. Large reports may take several minutes to
process, depending on size and complexity of queries. Disturbances in the connections to the

system over any telecommunications pathways may reduce the access time for DAMIS forms
and menus. The DAMIS application adheres to the following performance requirements:
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a

L T o35 3 7

Built around a relational database with a query capability to retrieve DAMIS data
The processes used to retrieve data are easy to use, menu-driven, and require
minimal external user training. Help screens and embedded tutorials are provided to
enhance user’ s confidence and reduce training time.

Contains a dictionary of data elements, codes and values that can be accessed on
line.

Distinguishes between different types and levels of users for adequate data integrity
and confidentiality. The DAMIS is able to restrict access to processes and data,
based on the type of user and the access authority granted.

Is available to the users 24 hours per day, 7 days per week, except for periods where
system maintenance is required. However, system maintenance will be performed
during low processing periods, e.g., on weekends.

Provides utilization and management statistics to track support module use, number
of users having access to the module, storage requirements for applications software,
storage requirements for DAMIS data, and processing cycles required (average
daily, weekly, and monthly).

Produces an archival record of application/database changes.
Provides information concerning the version in use for configuration management.
provides the ability to do cross-system queries that will alow you to:
select and combine information from one or two files,
specify the ordering of data in reports,
specify exactly how the report is to appear with page headings and
footings and column headings,
save the specifications that generate each report,
save selected query results.

User-friendly. Some of the criteria used to determine the degree to which the
DAMIS is user-friendly are: the system learning curve, how well the user
remembers how to use the program, speed of performance, rate of user error, and
user satisfaction. The way it optimizes user friendliness is by displaying system data
entry screens and menus in a standard format with standard function keys used
throughout the system.

Restricts access to functions by user name and password.

Provides a command line describing actions you can take on a specific screen. For
example, <F1> Hep. The user interface is sufficiently informative that an
experienced user will not have to rely on printed documents, such as user manuals,
to execute the normal tasks.

Treats al aphabetic entries as the capitaized case; the system is not case sensitive.
allows you to press the <Esc> key before completing any transaction.

verifies data type, values, and ranges for each data field.

provides the option of directing system output to the screen, a printer, or afile.
provides access to an electronic mail system.

designed to allow data retrieval and querying functions to support any required
reports.
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3.4.2 Accuracy and Validity.
The following items represent the minimum accuracy and validity performance requirements:

a Accuracy is critical for data elements identifying requisitions/purchase requests,
items ordered, and accounting codes.

b. DAMIS completely edits all interactive and batch transactions for valid codes in
each data element, and it is consistent with other data elements in the transaction
datain the database. If an error is made in data entry, DAMIS will notify you and
allow correction of the appropriate fields without forcing the re-keying of every
entry. It processes al transactions through all edits and reports all errors.

C. In editing interactive and batch transactions, DAMIS employs valid code tables.
Changes to the code table are effective in the edits without programmer support.

d. DAMIS incorporates transaction logging and error recovery procedures. It will not
lose data nor leave incomplete transactions in the database as the result of a system
malfunction.

e DAMIS maintains accurate data and produces accurate reports, using all the data in
the system. Defining data fields that are selected or combined to produce the desired
report is crucia to the success of the gplication. Caculations involving dollar
amounts are accurate to the third decimal place and rounded to the .5 mil rule. Data
transmitted to the DAMIS are 100% accurate.

f. Fina validity of DAMIS requires testing in accordance with test bed TB 18-104,
Army Automation - Testing of Computer Software and the ISM Configuration
Management Plan.

3.4.3 Timing.

There are three mgjor concerns regarding timing:

a Availability of updated information from external sources.
b. Availability of information from the installation shared database.
s} Responsiveness of the system to the user.

3.4.4 Availability of External Data.

DAMIS is able to receive input data via magnetic media or electronic data transfer, either on-line
directly from another system or via modem and download.

a User Profile Data  Since the primary purpose of DAMIS is to reduce the
redundant entry of existing data and reduce the probability of errors entering the
system, DAMIS has user profile data posted to its data files. These data are used
to establish authorization for the individual to access the system and are tested
against personnel, unit, phone, and address files.

3.4.5 User Responsiveness.

a Response time from receipt of input data to availability of products. DAMIS edits
interactive transactions and update tables online.  Both invaid codes and
inconsistent data elements (transaction and resident) are corrected at the time of
input. The data will then be immediately available to al processes and sub-
processes.
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b. Response time to queries and updates.

@ Queries and updates for data input/update on an individua record will
have an immediate response time of not more than one second, ninety
percent of the time. This response time is the target for a directly
connected device, which are not confused with communication-related lag
timescommunication lags attributed to dia-ins, communication
controllers, multiplexors (MUXs), concentrators, LANS, etc. This target
response time is a database design requirement.

2 Queries and updates on multiple records provide adequate response in not
more than one second, ninety percent of the time. These transactions take

place within an installation, assuming adequate application connectivity is
in effect.

3.4.6 Controls.

Through the “DAMIS Administration Menu” the DAMIS Administrator controls which user
LOGIN ID’s have access to the specific DAMIS functions. The ingtallation Directorate of
Information Management (DOIM) and installation level SAFP for DAMIS have established |SM
controls to ensure the proper use of the ISM in support of the overall mission.

The SA at the ANSOC is responsible for supervisory controls, including system identification and
security, user services, disk management, file system administration, performance management, and
interaction with operating system controls.

3.5 CONTINGENCIESAND ALTERNATE STATESAND M ODESOF OPERATION.

There is no difference in the operation of this ISM during peacetime, war, or conditions of aert.
During any emergency condition, you must know how to safeguard against loss of information.
This section outlines methods used for saving and restoring data, implementing manual procedures,
subgtituting equipment, and operating in degraded mode.

CAUTION: In case of system failures, or “crashes,” and other abnormal shutdowns of the ANSOC
computer or workstation, contact the SA or DOIM before continuing operation.

3.5.1 Failure Contingencies.

DAMIS requires three types of failure contingency safeguards in case of user error or hardware/
software failure:

Back Up
Fall back
Degraded Modes of Operation

3511  Backup.
Backups are copies (archives) of computer files that are made to preserve existing work. Failed

systems that have not been backed up may be impossible to recover. System recovery can require
one or more of the following:

a Program Backup. Use this backup to restore the latest version of the ISM
application software and is separate from the database.

b. Data Backup. Use this backup to restore the database to a point as it existed
immediately before a failure and comes from three sources:

1) Transaction Buffer. Work that is currently in progress in placed into a
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temporary transaction buffer. If the RDBMS crashes, this temporary buffer
will be restored after the system is restarted. Both storage and recovery of
transaction buffers are performed automatically by the RDBMS.

2 Transaction Log A record of all completed transactions is automatically
written to a transaction log. This log is written onto externa or removable
media and used to roll back transactions, restore databases from archives,
and recover from system failures. Transactions that are incomplete at the
time of failure will be permarently lost.

3 Database Backup. Thisisacopy of the entire database, which is made on a
daily basis, and which is used to recover a database that has been completely,
destroyed.

Electrica Power Backup. In case power to the computer is suddenly lost, an un-

interruptible power system (UPS) will automatically provide between 20 and 30

minutes of continuous power to the system. This prevents the computer from

shutting down in the middle of saving files.

Backup requirements are those, necessary to ensure continued achievement of system functions.
There are two primary types of system backup:

a

Automatic Backup. The system automatically saves work entered into system
memory to a restorable temporary file. The purpose is to save on-going work from
loss in case of an abnormal system shutdown. On restart of the system, the user is
informed that a temporary file exists from a previous abnormaly ended session and
it can be queried on whether or not the system should restore the files.

Routine Backup. The system does routine periodic backups. The backup of data
tables that were changed during the day is backed up to externa or removable media
during the end-of-day functions. The system keeps track of the time lapse between
backups and notifies the user if a (table-driven) period of time has been exceeded
without performing a backup. For example, if the end-of-day routine requires a
backup of certain data tables and the system detects that no backup function has
been performed during a 24-hour period, the SA is notified and told to perform the
backup before beginning the next day’s processing. The backup and subsequent
restore processes are easy for the SA to perform.

3512  Fall Back.

Use fall back techniques to ensure the continued satisfaction of the specific requirements of the
system in the event of a system failure.

a

Workstation failures. There are two, primary fall back techniques:

1) Alternate Equipment. If a termina or PC workstation fails, another one
should be used in its place. If a printer fails or is unavailable, print output
should be rerouted to another printer or the printer should be replaced.

2) Manual Operations. If automated system is not available, manua procedures
should be used to perform transactions until the automated system is back in
operation. When the system is back in operation, the manual transactions are
entered into the system. The system includes the ability to reroute output to
different devices in the event that the normal output device is unavailable.
For example, if a standard report is normally routed to a specific printer, the
user has the option of re-directing the output to another printer as the
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Stuation dictates.
b. Installation Failures In case the installation system fails, you should contact the

installation SA or DOIM for instructions.

3.5.1.3 Degraded Modes of Operation.

This provides for operating the system according to a priority established in order of importance or
urgency. The priority for operating any ISM in degraded mode is as follows:

Table3.5.1. Degraded M odes of Operation
Priority Operation

Interactive input of data

Standard report generation

Loading input datafrom other sources (e.g., ASMIS)

Transmitting data to other organizations (e.g., Staff Agencies)

Ad hoc queries of the database

352 Restart/Recovery.

a

General. The application software requires no restart procedures. However, the
RDBMS automatically logs transactions that are completed. If the RDBMS crashes,
an archive copy of the database is restored to disk, and the database is rolled forward
to apoint just before the failure. If any transactions were not completed, the database
will be rolled back to the last completed transaction.

Policy. RDBMS transaction logging is automatic and has the default “checkpoint
interval” of 20 minutes, which can be changed by the Database Administrator
(DBA). Backups of the database must be performed a minimum of once per day.
Backups of the application software can be conveniently performed when the
database is backed up. ANSOC personnel will perform backups of applications, the
ILIDB, and subject area databases.

Data Recovery. In case the ISM program has been corrupted or destroyed, the
backup copy is restored. To recover a destroyed database, the latest backup is
restored and then the contents of the transaction log read in. When the system is
restarted, it checks for the existence of a complete transaction and automatically
recovers;, the RDBMS noatifies users when an automatic recovery from backup is
being performed.

3.6 SECURITY AND PRIVACY.

The information contained in this application is designated unclassified sengitive-two (US-2). US-2
is unclassified information, which primarily must be protected to ensure its availability and/or
integrity.  This information also requires protection from unauthorized personnel to ensure
confidentiality. Examples of US-2 include information dedling with logistics, medical care,
personnel management, Privacy Act data, contractua data and ‘For Official Use Only (FOUO)”

information.

All data, which is subject to the Privacy Act, pursuant to Public Law 93-579, will be handled in
such a manner as to preclude unauthorized release of the information. The Personnel Locator
application data tables will contain information that must be safeguarded against unauthorized
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asSsess.,

Only users with avaid login ID and PASSWORD may access the DAMIS ISM. DAMIS SA must
grant privileges to a user to access the various options of the ISM.

3.6.1 Threat Types.

There are severa possible threats to which the system could be subjected. These threats are
taken into consideration in the development of safeguards.

3.6.2 Unauthorized Access.

This type of threat concerns an individual attempting to gain access to the system who is not
authorized to either use the system or has a “need to know.” The system provides safeguards
against these types of “hackers’ or “idle curiosity seekers.”

3.6.21 Fraud and Embezzlement.

This type of threat concerns an individual authorized system access attempting to falsify
requisition records for purpose of acquiring unauthorized items. The system provides safeguards
against any one individual having complete control over an entire accounting transaction; and
maintains permanent, unalterable audit logs of record access.

3.6.22  Other Threat.

This type of threat concerns the physical misappropriation of the computer containing the
application program and its data bank/database. The system includes safeguards such as
encryption of data elements, if appropriate, to prevent sensitive data from falling into the wrong
hands by physical misappropriation of the system hardware.

3.6.2.3  Servicelnterruption/Degradation.

This type threat is normally related to scheduled or unscheduled availability of the system to run
the application as intended. The disruption may be due to power outages, environmental
situations, etc. The system provides safeguards for restoring systems abnormally terminated/shut
down.

3624 Human Errorsof Commission and Omission.

This type of threat is normally related to user carelessness or ignorance. The system provides
safeguards by automatically performing edit checks for enumerated values, acceptable ranges,
etc.

3.6.25  Privacy Violations.

This type of threat involves unauthorized release of personnel information protected under the
Privacy Act of 1974, Section 5, United States Code 552a. Data elements identified as protected
under the Privacy Act are safeguarded by the system through encryption, user access levels, or
other controls as appropriate.

36.26  Sabotage.

This type of threat would most likely involve an authorized user deliberately erasing or otherwise
destroying system data files and/or backup file media. The system periodicaly determines
duration between system sessions and last system backup. The system also periodically requires
a backup to be generated if some predetermined number of sessions has occurred without the
operator voluntarily performing a backup operation. The backup ensures that at least three
separate backup copies are maintained and the system cycles through them interactively.
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3.6.2.7 Industria/Military Espionage.

This threat would normally involve a former user gaining access to the system for some personal
benefit. The system provides safeguards to require inactive USERID to be deleted from the system.
The system a so requires periodic mandatory change of authorized user passwords.

WARNING

IT IS A VIOLATION OF FEDERAL LAW TO ACCESS, COPY, OR
OTHERWISE USE GOVERNMENT COMPUTER RESOURCES WITHOUT
SPECIFIC AUTHORIZATION.

3.7 ASSISTANCE AND PROBLEM REPORTING.

Obtain assistance by contacting the Customer Assistance Office (CAO) at the appropriate
ANSOC, unless instructed to report to an intermediate source first. Report problems using the
procedures described in the Configuration Control Manual, AISM 25-P6A-AVM-AIX-CCM.
Use DA Form 5005-R, “Engineering Change Proposal-Software (ECP-S)” to report the problem
and submit it to the appropriate ANSOC. You may report the problems on the Fort Huachuca
hot line DSN= 879-6798/6858 or on commercia line 1-800-305-3036.
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4 ACCESSTO THE SOFTWARE

This section provides the instructions necessary to assst both the first-time and occasional end users
of the DAMIS ISM application in gaining access to the system. This section also describes how to
access the DAMIS system reliably without detailed knowledge of the functional capabilities of the
application.

4.1 FIRST-TIME USER OF THE SOFTWARE.

This section discusses procedures for the first time use of DAMIS. Each user must have a USERID
and a password to access the DAMIS application. The USERID identifies you to the system and
the password further verifies the level of access you will have. The SA is responsible for assigning
USERID and passwords.

CAUTION: After the final workday transaction has been completed, press <F6> until the LOGIN
prompt appears and switch off the monitor.

4.1.1 Equipment familiarization.

This section describes how to access DAMIS using the 386/486 PC. The following paragraphs
describe the specificationd/attributes of the equipment supporting DAMIS:

a Power and Adjustments.

Q Make sure the PC and monitor are plugged into a power outlet, and that the
keyboard is plugged into the PC.

2 First, press the power switch to turn on the PC. Then, press the power
switch to turn on the monitor. After boot-up is complete, the operating
system prompt will appear.

3 Adjust the angle of the viewing screen by tilting it up, or down or
swiveling it left to right. If necessary, adjust the brightness and contrast.

b. Cursor. The cursor shows the position where typed-in text will appear on the screen.

@ Four cursor types are available: line or block, blinking or not blinking. Set
cursor type using the operating system setup.

2 You can use the <Enter> key, arrow keys, or <Tab> key to position the
cursor at the desired data entry point.

C. Keyboard Layout. There are 12 function keys, labeled <F1> through <F12>, |ocated
across the top of the keyboard. DAMIS does not support the use of a mouse.

(@D} Refer to Appendix “C”, 1ISM User Interface Standards, to find out what each
function key means when using the software.

2 Specidized function keys, which may not appear in Appendix C, are
described throughout Section 5, Processing Reference Guide.

d. Turning Power Off. If you want to turn off the power to the computer, you should
first press <F3> to save any work in progress, then press <F6> until the UNIX login
ID appears. When using Telnet or Procomm, there is no need to logout first.
However, if you have more than two sessions running at the same time, you should
end all sessions before turning off the PC.

4.1.2 Accesscontrol.

This paragraph presents an overview of DAMIS access and relevant security features.
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a Obtaining a password. The system needs a unique login and password for a user to
access. A user must aso be granted privileges by the DAMIS SA to run the
different options of the ISM. The DAMIS SA for the ingtalation should be
contacted for information relative to access to the DAMIS ISM.

b. Password Controlled Functions. The installation DAMIS SA should be contacted
for information about password controlled functions.

C. Report Security and Privacy Considerations. Data elements identified as protected
under the Privacy Act are safeguarded through user access levels.

4.1.3 Installation and setup.

The U.S. Army 7th Signal Command supervises DAMIS installation. ANSOC personnel install
the application software onto the host computer, and the ANSOC SA administers the system.
The DAMIS FA is responsible for initial setup and customization according to requirements of
the installation where DAMIS is being used. AISM 25-P6A-AVM-AIX-SIP, DAMIS Software
Installation Plan (SIP), contains both installation and initial setup instructions. To be identified
as auser or authorized to access or install DAMIS software, contact the DAMIS FA.

4.2 INITIATING A SESSION.

To successfully access the DAMIS host computer, you must first obtain the necessary login
name and password from your SA. If your PC has a direct connect to the LAN, then use the
procedure to login to the DAMIS application.

4.2.1 Beginning DAMIS Processing.

After successfully logging-in to DAMIS viathe ISM computer, you are ready to begin processing.
Upon accessing DAMIS, astart-up ‘warning’ screen will appear.

UARHING

# B # o HE
L2 #
B & # #
# # U #
Hidants 48 # #
#
#

i

SRS 3R S

# #

i #
B HE# ## #

BiHH

You have reached a US Government computer or data base, used solely

by the US Government, its officers, and agents. It is a violation

of the Federal Law, to access and use US Government computer resources
without specific authorization. Each access is subject to recording
and auditing. Without specific authorization from US Government, you
are an intruder. Intruders are subject to criminal prosecution, fine,
and/or imprisonment.

Press RETURH to continue; F6 = CANCEL to exit

Figure 4.2-1. Federa Warning Screen

a To continue, press <Enter>. Then, follow the instructions supplied in Section 5,
Processing Reference Guide.

b. To cancel and return to the {Login:} prompt, press <F6>. Then, follow the
appropriate procedure for disconnecting from the ISM computer:

@ Press <Alt/X> to exit a Telnet session, or
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2 Press <Cirl/X> twice to exit an ISM dialing session.
4.3 STOPPING AND SUSPENDING WORK.

You can stop work and exit the system at any time, but before exiting, press <F3> to save current
information.

a To stop or interrupt use of the system press <F6> to abort system start-up (if the
warning screen is still displayed) or to get back to the Master Menu (if the system is
already running).

b. To suspend an operation, refer to the paragraph in this manua describing that
specific operation.
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5 PROCESSING REFERENCE GUIDE

This section provides detailed descriptions of the functional and technical processing capabilities
of the DAMIS ISM application.

5.1 CAPABILITIES.

This section describes the capabilities of DAMIS and the inter-relationships of its functions,
menus, screens, and reports. The paragraph 5.3, below discusses the functionality, which is
currently implemented in version 10.00. The remaining functionality will be implemented
through the Engineering Change Proposal- Software (ECP-S) process.

5.2 CONVENTIONS.

This section presents the standard conventions used throughout the application.

Menu selection: Use the arrow keys to position a menu bar and highlight your
selection, then press the <Enter> key to select the menu item. Menu
items may aso be selected by typing the number of your choice and
pressing <Enter>.

Menu de-selection: Press <F6> to move to a previous menu level or to cancel an action.
To change a keyed-in menu selection, press the backspace key to
clear the buffer, then key in the new selection and press <Enter>.

Entering dates: At a “Date Range Selection Menu”, enter datesas YYYY/MM/DD
or YYYYMMDD or YYMMDD. The current date responds to
“today” or “t". Dates are converted to the following format for
display: “YYYY/MM/DD.”

Entering time: Use military time at a* Time Range Selection Menu”. Typing “now”
inserts the current military time.
SSN Identification: DAMIS uses the SSN throughout to identify a soldier. Entering a

SSN digplays exigting system data for that soldier. From a blank
menu, entering the SSN will fill the buffer for the SSN field, which
will then display system information. If the field is aready
populated with a SSN from a previous entry however, you must
press <Enter> to activate the search function.

Message line: As you advance to each fidd, the system displays instructions
specific to the current field at the bottom of the screen.
Field choices: When completing an input screen, values associated with the field

are available for display if the F2 box at the bottom of the screen
displays “Choices.” Pressing <F2> will display alist of field values
ina*“pop-up” window at the top of the screen. Highlight your choice
from the list and press <Enter> to select that field value (From some
selection menus, the system prompts you to use <F2> to mark
selections. In this case sdlections are marked with a“>* character.)

“Choices’ screens may include up and down pointers at the right side
of the screen. This indicates that more choices are available for the
field than can appear at one ime. A “down pointer” signas that
more field choices can be viewed on the next page (accessed by
<F3> or <Page Up> or <Ctrl/W>). An “up pointer” signals that
previous choices can be redisplayed (accessed by <Page Down> or
<Citrl/V> or <F2>, previous page). Use the <Home> key to go back
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to the beginning of the list; <End> moves to the last choice of the
list. You can aso key in thefirst few letters of a selection to position
the menu bar directly to that field (e.g., to quickly sdlect “United
Staes’ from alist of countries, key in “uni”).

Case sengitive: Since UNIX is case sengitive, entering items with the Caps Lock key
active may not produce the results desred. Since items entered
lowercase will be converted automatically to uppercase, do not
activate the Caps L ock function.

Record locking: In arelationa database, arecord, can only be accessed by one user at
atime. A Structured Query Language (SQL) error message may
appear during operation of the system if a record you are trying to
access is locked by another user. In this event, cancel the operation
and reattempt access after a few minutes. SQL errors related to
record locking are as follows. 233, 243, 244, 245, 246, 250, 271,
289, 291, 378, and 534.

Some of the standard Function Key (PF Key) definitions for the DAMIS Software are in this

section. Section 8 contains additional information on user interface standards.

Table5.2.1. Definitions of Function Keys

KEY FUNCTION

<F1> Display context -sensitive HEL P screen

<F2> Display choices of itemsfor selected field. Also allowsyou to mark an item.

<F3> Accept entries and move to next activity.

<F6> DO NOT accept entries--return to previous activity.

<F8> Display next set of function keys.

<F8><F1> Prints the requested form/report.

<F8><F2> View the requested form/report.

<F8><F4> Will return to the previous page.

<F8><F5> M ovesthe datadisplayed on-screen down one page.

5.2.1 Input Requirements

DAMIS isto be used as an interactive application. This means that it is designed for access and use
from a terminal. DAMIS gets data residing in the application’s specific Subject Area Database
(SADB); however, DAMIS may also retrieve input from the ILIDB. Initidly, the mgority of the
data input will be from the end user. But as users add to the common SADB, more and more of the
data needed would be provided. Some reports and queries will require you to specify a range of
dates to begin and end the report or query. Other times, you will provide a Socia Security Number
(SSN) to locate specific pieces of information for an individual.

5.2.2 Input Formats

In genera, DAMIS menus and data entry screens provide format instructions for the fields they
contain. Additiona instruction on the format or nature of the expected input may be obtained by
pressng <F1 HELP> or <F2 CHOICES>. Appendix “E” of the DAMIS FD contains a Data
Element Dictionary, which describes composition and length of data e ements used by this system.
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5.2.3 Composition Rules

DAMIS screens show you each field's expected number of characters or the character limit. Some
fields have range and vaidity checks. If you make an incorrect entry, you will be provided a
meaningful error message.

5.24 Input Vocabulary

Each screen is composed of text describing expected input, fields to accept your input, a message
line a the bottom for input directions, and occasionaly, a pop-up error message. Some screens
accept so much information that it is not possible to describe the fidd fully, so an eement
abbreviation is put on your screen. Appendix “E” of the DAMIS FD contains aligt of the DAMIS
data elements, their abbreviations, and formats.

5.2.5 Output Requirements.

DAMIS output is generated in three basic media: to screen, to printer, and to a file. Screen
output is used for system queries when online information viewing is adequate. Tape output
will be used either by the application or SA to send data to remote locations. Reports and/or
queries that are required in hard copy will go to your printer.

5.2.6 Output Formats.

In all cases, the format of the output is controlled by the application, and you will seeit asiit is
designed. Changes to output formats must be requested through your application administrator
viaECP-S. (See DAMIS-FS Customer Assistance function described in paragraph 5.3.5.).

5.2.7 Sample Outputs.

DAMIS is an interactive application, most of your output will be to your screen and will be
easily read. Reports can be verified on your screen before they are printed.

5.2.8 Output Vocabulary.

All output is selected via menus.

5.2.9 Utilization of System Outputs.

DAMIS encourages information flow across ADAPCP functional areas. For example, data
captured during identification, as well as urinalysis test results, will be made available to
counselors as output reports. Information from previous enrollments or urinalysis test results
will likewise be available. Access to the DAMIS-HQ will provide the necessary historical data
and the collection of data for the monthly production of the DA Form 3711-R. In generd, if a
DAMIS-FS user is authorized access to the system, any data can be shared across functional
areas.

5.3 PROCESSING PROCEDURES.

This section describes the processing capabilities of DAMIS. Paragraphs 5.3.1 through 5.3.9
provide a detailed walk-through of each of the procedures, menus, and/or data entry screens that
make up the functional processes of the DAMIS application. All sections provide an explanation of
each procedure, menus, and/or data entry screens that make up the functional processes of the
DAMIS application. The processing procedure of DAMIS starts from the initial screen of DAMIS,
referred to as the “Warning” screen. From the “Warning” screen of DAMIS, you have two options.
Press <Enter> to display the DAMIS “Welcome” screen or press <F6> Function Key to exit from

53



Version 11.00 AISM 25 P6A -AVM -A1 X-SUM 01 December 1999

the DAMIS application and return to the UNIX LOGIN prompt. The processing procedures
described in the following paragraphs are organized by menu, beginning with the highest level
menu - the “Master Menu”. Refer to Figure 3.4-1 DAMIS Hierarchy Diagram for an overall view of
the menu structure.

STEP 1. After pressing <Enter> with start-up warning screen displayed, press <Enter> to
display DAMIS “Welcome Screen”.

Welcome To
#« UNCLASSIFIED=*

213 L2138 3 HHHHEEE R
# # # #
#

# i
¥ # # #
i | # i

#

#

# # #

# HHHEEE  BEREE B i
#

#

#

Press RETURH to continue; F1 = HELP

Figure 5.3-1. Welcome Screen

Most processes have help screens. To access a help screen, press <F1> at any time.
Use help screens whenever you want guidance in performing functions or entering
data.

STEP 2. Press <Enter> to display “Master Menu”.

Haster Henu
Peacetime Henu
Transition to War Henu
Uartime Henu
Demohbhilization Henu
Customer HAssistance Henu
Problem Reports~ECP-5 Submission
Damis Administration Henu
Installation-Specific Applications Henhu
Uieuw Documentation-Regulations Henu

003 =] O O B LD ML

Figure5.3-2. Master Menu

This menu gives access to main menus, which access severa layers of sub-menus. The first main
menu is the “Peacetime Menu”, described in paragraph 5.3.1. To select any menu or menu item,
either highlight it using the arrow keys or press the corresponding menu item number and press
<Enter>. The following screens show examples of HEL P screen.
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HEL P-.F.Fl.'!,'.ﬂ;_.l"rr.l? Henu CHD

OAMIS is designed to satisfy tuo primary cbjectives,

1. Provide automated support for field level bracking and manapement
ug Lhe jdu::llimtinn and rehabkilitation of alcohe)l and olher drug
aRWEErs; &

2. Provide installation cowmanders and D00 {Department of Defensel
policy makers with statistical information on aleohol and other drug
abuse in the Army and the effectiveness of the ADAPCPs (Alcohol and
Drwg Abuse Prevention and Control Frograms).

3 = HEXT PRGE: RETURH Lo resume agplicalien

HELF-Peacetime Hemu (H)
There &re seven funckional aress under the control of RORPCP:

. Patient Services Henu

. Biochernical Testing Henu
. Education Henu

. Program Hanagement Henu

. ROAFCP Report Henu

. Rd Hoc Duery

. Damis Administration Henu

Fz = PREU PAGE: FI = HEXT PACGE: RETURH to resume application

HELP-Feacetime Hemu (H)

desdrspbddrsdsrsds USIHG THIS HELP FUHCTION ssssssssssbesdbsdss
To move through this HELP text (or any multi-page HELP
texkt)», use the keys:

F& = PREV PAGE %o go kack one page
F3 = HEXT PRGE tno go forward one page
cursor doun arrou o go doun one [ine
cursor ug arrow to go up one line

To proceed with the DRHIS spplication, press RETLURH.
Ta cancel the DAHIS application, press FB.

desdrspiddnsirrsdsiss EHD OF GEHERAL HELP #eddvssbssssdbesdbssid

Fz = PREVY PAGE; RETURH to resume application

5.3.1 Peacetime Menu.

This menu provides access to the major system components. Selection of this menu from the
“Master Menu” will display the following screen.

Peacetime Henu
UNCLASSIFIED
Patient Services Henu
Biochemical Testing Henu
Education Henu
Program Hanagement Henu
ADAPCP Report Henu
Ad Hoc Query

Figure 5.3-3. Peacetime Menu
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5311 Patient Services Menu.

The “Patient Services Menu” alow you to access the screens used to add or change individua
identification data, patient intake/screening data, and patient progress data. Y ou can aso access the
menus used to schedule appointments, query patient services, and view or print patient services
reports. To enter, change, or recall patient services information, highlight menu item #1 from the
“Peacetime Menu” and press <Enter>. The “Patient Services Menu” will appear.

Patient Services Henu
UHCLASSIFIED
Add-Change Patient Intake~Screening Data
Add-Change Patient Progress Data
Add-Change PC5 Gain Data

Appointment Scheduling Henu
Counselor Education Development Henu
Patient Services Ouery Henu

Patient Services Report Henu
Hanpouwer Statistics

W ol=l ol o L3R

Figure 5.3-4. Peatient Services Menu

Note: It is necessary for the DAMIS SA to access the Program Management Module for
instructions prior to making entries viathe “Patient Services Menu’.

53.1.2 Add/Changelndividual Identification Data.

This function alows you to add/change identification data about an individua to the DAMIS.
This data serves as the foundation for any further additions or modifications to individual data
throughout ADAPCP patient services processing. The DAMIS Individual Identification Form is
a two part, screen that you can use to enter or change initia identification data about an
individual. When you sdlect this option from the “Patient Services Menu,” the following screen
will appear.

Indiwidual Identification <€Page 1 of 2}
#_ « « TOR OFFTCTAL UST OHLY - PRIUACT ACT DATA =
SEH: 1D Date: T Case Finding Hethed:
Hame : SREC: LIcC:

DEHDGRAPHIC DATA Department Code! _
Eligibility Catagery: _ Compenent Cade: _ Ex:
Birth Date: Rank: _

CIUILIAH OHLY: Pay Plan: __  Pay Grade Leuel Ho; TOP Code; _

COHHRHDER -SUPEAL 50R REFEARAL fokification Dake:
Referral Date: RORFCP Aeeeipt Dake:

COHMAMIEA HOMREFERRAL Justificatien Date: Justification Code: _
ASSICHED COURSELDR 334

R L Hama:
F3 = SAUE to continue; FB=CAHCEL
# FOR ODFFICIAL USE DHLY - PRIVACY RCT DATA =

Figure 5.3-5. Add/Change Individual Identification

Individual Identification data captures data regarding how an individual was identified as having
adrug or acohol problem. Individual Identification data must be input before entering data in
any of the other Patient Services sub-modules.

Enter the SSN of the individua identified as having a drug or alcohol problem. Do not press
<Enter>. At the top right corner of your screen you will see the system message, “working”. This
means the system is querying the ILIDB to see if any data concerning the individua is currently
available. If the system queried the ILIDB for the SSN entered and found no match, a warning
message will appear on the screen. When you see this warning message, press <Enter>. Thisisa
warning informing you that the individual will exist only localy. If amatch isfound on the ILIDB,
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then data stored on the ILIDB will populate the screen.

Fed Description

ID Date: Enter the date the individual was identified as having a drug or
alcohol problem.

Case Finding Method: Enter the Case Finding Method for the individual being identified or
press <F2> for choices.

Name: If data resides in the ILIDB for this individual, the name of the

individual will be accessed and shown on the screen. If this fidd is
blank, enter the name of the individua being identified usng the
format Last, First and Middle.

SAC: The SAC gets populated from the DAMIS Database, Program
Management Module and you can not change this.
UIC: If dataresidesin the ILIDB for this individua, the Unit Identification

Code (UIC) for that individual will appear on the screen. If thisfield
is blank, enter the UIC for the individual being identified or press
<F2> for choices.

Demographic Data: If there was data in the ILIDB for the individual being identified,
then the fidds sex, rank and civilian code will be filled in
automatically and other demographic data need to be entered. If
these fidds are not filled in, you must enter the data. If you are
unsure of some of the codes, pess <F2> for choices to view and

select.
Department Code: Enter the department code or press <F2> for choices.
Eligibility Category: Enter the eligibility category code or press <F2> for choices.
Component Code: Enter the component code or press <F2> for choices.
Civilian Data: If the individual being identified is military, the system will skip over

thisdata. However, if the individua being identified is a civilian and
if there is no data regarding the individua in the ILIDB, then the
system will pronypt you to enter the Pay Plan (GS, WG, €tc.), Pay
Grade Level, and the number of the individua being identified.

Press <F2> for choices to select.
Pay Plan: Enter the pay plan of the civilian or press <F2> for choices.
Pay Grade Leve: Enter the Pay Grade Level Number of the civilian.

COMMANDER/SUPERVISOR REFERRAL:

Notification Date: Enter the date that you were notified, by the commander/ supervisor
of apossible referra or the date you notified the commander that you
had received apossible referral.

Referral Date: Enter the date of the paperwork from the commander/ supervisor
referring the individual to the ADAPCP.

ADAPCP Receipt Date: Enter the date the paperwork was received in the ADAPCP from the

commander/supervisor.
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Commander Non-Referral:

Justification Date:

Judtification Code:

ASSIGNED COUNSELOR:
SSN:

Fill in this information when the commander makes the decision not
to refer an individua for treatment.

Enter the date of the paperwork received from the commander that
justified not placing the individua in the ADAPCP for treatment.

Enter the code that identifies the reason the commander did not refer
an individua for treatment.

Enter the SSN of the counselor assigned to this case or press <F2>
for choices. Once you enter the SSN, the system will populate the
name of the counselor.

Pressing <F3> will advance you to “Individual Identification (Page 2 of 2)” and <F6> will return
you to the “Patient Services Menu”, without saving any of your inputs to the form.

BelLIH L
Cage Finding Hethod. CU

BLOTTER REODAT
Entry Bo: 3

BERICRL REFERAAL |DERTIFICATION
Badical Referral Data:

ID Date: IWTAIE33
Hame: ARCHIY FOR SALE

TBEHT IF 1 EAT | B8
Regort Dabe

Incident fate; Z6Ed-Ba-90
Z0RR-A6-14 Typs Codel 2

Spurce Code:
ADAPCP Reseipl Dale!
& Dete:

FOSITIWE MIMILYSIS TEST RESULTSE
FACSCRICH
FROTL

Callectios Dute: |#97-13<18

Orug Type Code: _

Orug Type Codde: T R

F3 » SAUE to commik ugrk: Fib = CARCEL; FE-T4 = PRIV PAOC
« FOR OFFICIAL USE OBLY = PATUACY ALCT BATA &

gr Date as 7Y[9Y)-HHA-00 or ¥Y(7Y]HMED0

Page 2 allows you to add and change identification data for an individual identified to the
ADAPCP for potential alcohol or other drug misuse. You will see on this page SSN, ID Date,
Case Finding Method and Name have been carried over from the data entered on Page 1.

Fed
Blotter Report Identification:

Incident Date:
Entry No:

Report Date:
Type Code:

Medica Referral
| dentification:

Source Code:

Medical Referral Date:
ADAPCP Receipt Date:
Acknowledge Date:

Description
If the individual was identified through a Blotter Report Record, you
must fill in this information.

Enter the date the incident occurred.

Enter the entry number on the Blotter Report that identifies the
individua being identified to the system.

Enter the date of the Blotter Report.

Enter the code that identifies whether the individua was arrested for
an acohol or drug related incident. Press <F2> for choices for
available Type Codes.

If the individua was identified through a Medical Referral, you
must fill in this information.

Enter the code for the type of doctor that referred the individua to
the ADAPCP. Press <F2> for choices for alist of available Source
Codes.

Enter the date of the medical referral.
Enter the date the medical referral was received at the ADAPCP.
Enter the date the acknowledgment was sent back to the doctor that
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you had received the referral.
Positive Urinalysis Test You can not fill in this field. The system will fill in this information
Results: when it identifies an individua as positive on a DD Form 2624,

Urinadysis Custody and Report Record.

Pressing <F3> will save the information in the form (both pages) and return you to “Individua
Identification (Page 1 of 2)”, where you may enter another SSN. If the system finds any
compatibility errors, Page 1 will reappear to allow you to change the record. Pressing <F8/F4>
will return you to page 1 of “Individual ldentification” where you can view or change
information in the form. Remember to press <F3> on both pages to save the changes.

To change or view individua identification data regarding an individual, at the Individual
Identification Screen, Page 1, enter the SSN of the individual. Press <F2> for alist of patients
currently identified to the program. You may also enter the first few characters of the last name
of the desired individual prior to pressing <F2>. This will bring up only those persons with
matching names. If the SSN you entered is not in the ILIDB, you will get a warning message.

ID Date: Enter the identification date of the individual whose data you wish to
change or view. If you are uncertain of the ID date, press <F2> for
choices to select the date available for that individual. As soon as you
enter the date you wish to change, you will see the system message
appear on the second line of the screen indicating “CHANGING
RECORD”. At this point, the system will populate the screen with
pertinent data relating to the individual.

Enter the information you need to change on Page 1 and press <F3> to advance to page 2 of the
Individual Identification Screen. Make the changes reeded on this screen and press <F3> to
save the changes made to both pages 1 and 2. Pressing <F6> (without previously pressing <F3>)
will return you to the “Patient Services Menu”, without saving any input to the Individual
Identification forms page 1 or 2.

5.3.1.3 Add/Change Patient | ntake/Screening Data.

To add/change PIR data on an individual, select item #2 from the “ Patient Services Menu”. This
will display the following screen.

Patient Intake~Screening (Page 1 of 2)

* # # FOR OFFICIAL USE OHLY - PRIVACY ACT DATA +

S5N: ID Date: Screen Date:
Hame: Case Finding Method: _

IDENTIFICATIDHN Department Code: _ Eligibhility Category: _
Birth Date: Sex: _ Identification SAC:
Identification UIC: Rank: _ Service Component Code:
HACOH Code: _

CIVILIAN EMPLOYEE DATA
Release Consent Code: _ TOP Code: _ Pay Plan __ Grade Code: _

F3 = SAVE to continue; F6 = CAHCEL
# FOR OFFICIAL USE OHLY - PRIVACY ACT DATA =*

Figure 5.3-6. Add/Change Patient Intake/Screening Data

Enter the data to produce the DA Form 4465, PIR. You do this to capture data regarding an
individual’ s screening and enrollment/nortenrollment. Enter the SSN of the individual who was
screened or press <F2> for choices to select. If thereis no existing record for that SSN, you will
see an error message. If you receive the error message, check the SSN that you have entered to
make sure that you entered the number correctly. If the SSN is entered correctly, press <F6> to
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return to the “Patient Services Menu”. Select menu item #1, “Add/Change Individua
Identification Data’, to add the identification data for the individual. Once you have entered this
data, return to the “Patient Intake/Screening Screen”.

ID Date: Press <F2> for choices to obtain a list of available dates. Sdect the
desired date from the choices menu.

Screen Date: Enter the screen date or press <F2> for choices.

Once you have entered the screen date, the message “ADDING RECORD” will appear in the upper
left of the screen and the cursor will appear at the rank field. The form will contain information
previously entered pertaining to the individual.

Rank: If the rank of the individua has changed from the time he/ she was
identified, enter the new rank code here. If the rank has not changed,
press <Enter>. Press <F2> for ranks.

MACOM Code: Enter the MACOM Code. Press <F2> for choices for available
MACOM Codes.

Civilian Employee Data: If the individual screened is a civilian, the cursor will move to the
‘civilian employee data’ section.

Release Consent Code: Enter the code that reflects whether or not there is a signed consent
form in the case file for that individual giving consent to release data
to the supervisor.

TDP Code: This is pre-populated based on TDP information entered in Program
Management.

Pay Plan and Grade Code: These fidlds get populated from the identification data previousy
entered and you may ater them.

Pressing <F3> will save your entry and advance you to “Patient Intake/Screening (Page 2 of 2)”
and <F6> will return you to the “Patient Services Menu,” without saving any of your input to the
form.

Fatient ntakeScreenn {Page 2 of 1)
% GO0 BG RECOAD + + FOA DFFICIAL USE OHLY - PAIUACY ACT CATA =

58H- BABLY131] 1D Doke: JO5%A22T Enrol lment-Oecision Bake:
Hame: ARCHIY FOA SALE Y Cage Finding Hethed: CU
Enrol Imest SAC: HPOI Cnroliment UIC: HOMJAR M1V Date:

| 1RITIAL DAUE-RLCOHOL D1RGHDSIS Diagsosis Code: |
Physloian Signature Fresent: _

Physioian Hame: Grade-Hank:

EHAOLLHENT DCCISIONH DATA
Enrol lmert Secisiom Code: Enrel lment Faoiliby:

Z, 3,

Enrol lnent-Screening Basis B 2, 3, _ Pesson Bob Encolled Code:
SYSTEH 1HFO0SHATIOH PIR Complete: _  PIR Transaction Oate:

FZ = SAVE Lo coemibt work; F& = CARCEL; F8-F4 = PREW PAGE
w FOR OFFICIAL LP8C SWLY - PRIUACTY LT DATA +

Alar Enrolleenl- -Desiston Dake ¥9[7F |AHE-O0D ar ¥F[TFIHADD

Enrollment/Decision Date: Enter the date the individua was enrolled in the ADAPCP, or
the date the decision was made not to enroll him/her.

After you enter the enrollment date, the cursor will move to HIV Date. Available data is
obtained from the ILIDB. Press <Enter>.

If there is a diagnosis with a physician’s signature, enter the code for each diagnosis and press
<Enter> to get to the Physician Signature Present field. Here, enter a “C” if there is a
physician’s signature present or an “N” if the physician’s signature is not present. If you have a
physician diagnosis but do not have a signature from the physician, you must enter “N”.

However, you must get the physician’s signature and change the “N” to a “C” before you fill in
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other system information. Also enter the Physician’s name and his/her grade/rank.

ENROLLMENT DATA:
Enrollment Decision Code:  Enter the enrollment decision code or press <F2> for choices.

Enrollment SAC: This field is populated from the DAMIS database “Program
Management Module” and you can not changeit.
Enroll Basis: Enter the codes for the basis for enrollment. Press <F2> for choices.

Reason Not Enrolled Code: Do not enter data here if the patient was enrolled. Press <F2> to
select Reason Not Enrolled Codes.

SYSTEM INFORMATION:

PIR Complete: Enter a“C” for completed if you have filled in all the data necessary
for the PIR. Enter “N” if you have not filled in @l the necessary data.
PIR Transaction Date: Enter the PIR transaction date.

Note: If the individual was screened but not enrolled, press <Enter> or <Tab> down to
‘ENROLLMENT DATA’. Enter a“B” in the Enrollment Decison Code field. Press <Enter> until you
reach the Reason Not Enrolled Code field. Enter the code here that matches the reason the
individual was not enrolled for treatment. Press <F2> for choices if needed. Next fill in the SYSTEM
INFORMATION data and then press <F3> to save the data entered.

Pressing <F6> from page 1 or 2 of the Patient Intake Report (without pressing <F3> first) will
return you to the “Patient Services Menu”, without saving any input in “Patient Intake/Screening”
page lor 2.

Pressing <F8/F4> will return you to page 1 of “Patient Intake/Screening” where you can view or
change information in the form.

Press <F3> to save the information in the form (both pages) and this will display the following
message to allow you to print DA Form 4465 to alaser printer.

Patient Intake — DA4465 Print Decision

At this point you have the option of
printing the DA4485 to the laser primter
or continuing without printing it.

FE-Fl to print DA44E5
EHTER to Continue

Pressing <F8/F1> will take you to the Print Destination Screen as shown.
Print Destination (v. 2.82)

Humber of Copies: Bl

Printer Class: LASER PRINTER
Printer Hame: laser 132

F3 = SAVUE to print; F6 = CAHCEL

Fed Description
Number of Copies: Enter the number of copies that you want to print.
Printer Class: Enter the printer class or press <F2> for choices.
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Printer Name: Enter the printer name or press <F2> for choices.

Press <F3> to print or <F6> to cancel the print request. Upon printing or canceling out of the
message, the system will return you to “Patient Intake/Screening Page 1 of 27, where you may
enter another SSN.

To change or view Patient Intake/Screening data regarding an individua, enter the SSN of the
individual, upon entering the “Patient Intake/Screening (Page 1 of 2)”. At the ID Date field, enter
the date the individual was identified as having a drug or acohol problem or press <F2> for choices
to view and select a date. As soon as you have entered the date, you will see the system message
“CHANGING RECORD”, in the upper left of the screen.

Proceed to change the data needed on Page 1 and press <F3> to save the changes. Make the
changes needed on Page 2 of the Patient Intake/Screening screen and press <F3> to save those
changes.

5.3.1.4  Add/Change Patient Progress Data.

This two part, PPR form allows you to add or change patient progress data on the system. This
data may serve as a basis for the continuing rehabilitation of an individua enrolled in the
ADAPCP for acohol or other drug misuse. When you select this option from the “Patient
Services Menu,” the following screen will appear.

Patient Progress Report (Page 1 of 2)

* # * FOR OFFICIAL USE OHLY - PRIVACY ACT DATA *

55H:

Enrollment Date: Report Date:

Reason Code: _

IDENTIFICATION

PATIENT PCS~RERSSIGHHENT

PPR Service Area Code:

Hame:

Patient UIC:
PPR UIC:

CHANGE DRUG~ALCOHOL DIAGHOSIS

Diagnosis Code: 1 2 3
Physician Hame:
Physician Rank:

Gaining SAC:

Signature Indicator: _

F3 = SAVE to continue; F6 = CANCEL
# FOR OFFICIAL USE OHLY - PRIVACY ACT DATA *

Figure 5.3-7. Add/Change Patient Progress Data

Enter the SSN of the individual identified. Press <F2> for choices to select SSN if you wish.
Once you enter this data and validate it, the system determines whether an identification entry
already exists in the DAMIS for that SSN and displays a warning message if the individual is not
currently enrolled.

Fed Description

Report Date: Enter the date of report from the PPR. (The default date is the current
date) or press <F2> for choices.

Reason Code; Enter the reason code for the report from the PPR or press <F2> for

choices. The Reason Code gets populated if you chose an existing
PPR in the previous field.

At this point, the form is populated. If there is no existing record for that SSN, then message
“ADDING RECORD” will appear in the upper left of the form. If a record does exist with that
identifier, the message “CHANGING RECORD” will appear and the form is populated with the
existing data. ' You may proceed to add and/or change the record as required. The system will
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perform data validation throughout the entire process. If you have entered the data incorrectly,
the system will not save and the cursor will remain in the field waiting for a correct entry.

Name:

| DENTIFICATION:
Patient UIC:

PPR Service Area Code:

PPR UIC:

Patient PCS/Reassi gnment:

Gaining SAC:

Change Drug/Alcohol
Diagnosis:

Diagnosis Code:
Physician Name:
Physician Rank:
Signature Indicator:

This field is populated with data pulled in from the identification data
and you can not change it.

Thisfield is populated with data pulled in from the identification data
and you can not change it.

This field is populated with data pulled in from the identification data
and you can not change it.

Enter the UIC of the ADAPCP where the PPR was written or press
<F2> for choices.

This data should be filled in only if the patient has a Permanent
Change of Station (PCS) or has been reassigned.

Enter the SAC of the gaining ADAPCP (in case of PCS |oss) or press
<F2> for choices.

Fill in this data only if there is a change in the original patient
diagnosis as determined by a physician.

Enter the new diagnosis code(s) or press <F2> for choices.
Enter the name of the Physician.
Enter the grade/rank of the physician.

Enter “C” for physician signature complete, or “N” for incomplete
physician signature. A physician’s signature must be registered if
there is a change in diagnosis.

Pressing <F3> will advance you to “Patient Progress Report (Page 2 of 2)” and <F6> will return
you to the “Patient Services Menu”, without saving any of your inputs in the form.

10: BAAIBAIGE Enrollment Date: |FAE-BEA5 Feport Dabe: ZPABBECZS
Aeasom Code: B Hame: REDEHOY CAHRE

CHAHGE EMADLLIEHT BRSIS
IHPAT ECHT RTF ECHRILLHCHT
fdmi ssion Date:

Digcharge Dite
PROBRESS EUML LT 108

Basis Code

Facility Code:

COUHSCLDA Rssesseent Progress: _
COMHRHOER @ppraisal Pecrformante; _

Reoosmendatson: _
Appraisal Condesk: _
Covmander Decisian:
RELERSE FAOH PROCSAH FReasom for Aelease: _
SYSTEH THFOSHAT | 08
Cempletion [ndicalar; _ Transaction Date

Fi = S to cosme® work; P& = CASCEL; FR-T4 = PRACU PREE

Cowrander"s Resessment: _

« FDR DFFICIAL USE DMLY = PRAIACY ACT DATR «

nlar cownselor assessment of progress. FZ = CHOEICES

This screen gets populated with the ID, Enrollment Date, Report Date, Reason Code, and Name.

Field
Change Enroliment Basis:

Basis Code:

Inpatient RTF Enrollment:

Description
Changes should be made to this data only when there has been a

change in the basis for enrollment.

Enter the new code(s) for the enrollment basis, listing primary
diagnosis first, then secondary and tertiary. Press <F2> to select
Basis Codes.

Fill in this data only if the purpose of the PPR was to provide
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information regarding a patient’s enrollment in aRTF.

Admission Date: Enter the date the patient was admitted to the RTF.

Facility Code: Enter the code for the RTF where the patient was admitted. Press
<F2> to select Facility Code.

Discharge Date: Enter the date the patient was discharged from the RTF.

Assessment Progress Enter the Counselor’ s Progress Assessment code. Press <F2>

(Counsdlor): for choices.

Recommendation Enter the Counselor Recommendation code. Press <F2> for

(Counsdlor): choices.

Appraisal Performance Enter the Commander Performance code. Press <F2> for choices

(Commande):

Appraisa Conduct Enter the Commander Appraisal Conduct Code. Press <F2> for

(Commander): codes.

Commander’s Decision: Enter the decision of Commander or press <F2> for choices.

Release from Program: This data should be filled in when the patient has been released from
the program.

Reason for Release: Enter the code for the reason br release from the program. Press

<F2> for choices.

Commander’s Assessment:  Enter the code for the commander assessment at the time the patient
wasreleased. Press <F2> for choices.

SYSTEM INFORMATION:

Completion Indicator: Enter “C” if you have completed the PPR or “N” if the PPR is not
complete.
Transaction Date: Enter the transaction date.

Press <F3> to save the form and this will display the following screen.

gress - DA4466 Print Decision

The Patient Progress Report has heen|
completed. A transaction will be|
created and sent to USADAOA.

At this point you have the option of
printing the DA4466 to the laser printer
or continuing without printing it.

F8-F1 to print DA4466
ENTER to Continue

Upon printing or canceling out of the message, the system will return you to “Patient Progress
Report Page 1 of 2", where you may enter another SSN. Pressing <F6> will return you to the
“Patient Services Menu”, without saving any input in “Patient Progress Report” page 1 or 2.
Pressing <F8/F4> will return you to page 1 of “Patient Progress Report” where you can view or
change information in the form.

53.1.5 Add/Change PCS Gain Data.

This option allows you to add and change the PCS Gain PPR record. This is the only place
where a PCS Gain record can be altered. This form requires you to enter the SSN and the PPR
date. If the individual was aready entered as a PCS Gain more than once, a menu will display
the possible choices for the PPR date. If the individual appears only once, no menu will be
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available, but the PPR date will be pre-filled with this date. Once you enter the PPR date, the
form gets filled with the individual’s information. 'Y ou must note that the PPR date entered for a

PCS Gain individua will aso be considered the date the individual was identified. Data
validation will be performed throughout the whole process. If the data is not entered correctly,
you cannot save the data ard the form will reappear for editing. When you select this option
from the “Patient Services Menu,” the following screen will appear.

*

PCS Gain - Patient Progress Report
* % FOR OFFICIAL USE OHLY - PRIVACY ACT DATA =*

S5H:

Reason Code: A
DEHOGRAPHIC DATA
Eligibility Category: _
Birth Date:

PPR Service Area Code:
ASSIGHNED COUNSELODR SSH: NHame:

Completion Indicator:

# FOR OFFICIAL USE DHLY - PRIVACY ACT DATA =+

Report Date:
Hame:

Case Finding Hethod: _

Department Code: _
Component Code: _ Sex: _
Rank: _ UIC:

Hajor Command Code (PCS Gain): _

Transaction Date:

F3 = SAVE to Continue; F6 = CANCEL;

Fdd
SSN:

Report Date:
Case Finding Method:
Reason code:

DEMOGRAPHIC DATA
Department code:

Eligibility Category:
Component code:
Sex:

Birth Date:

Rank:

UIC:

PPR SAC:

Major Command Code:

ASSIGNED COUNSELOR
SSN:

Completion Indicator:

Figure 5.3-8. Add/Change PCS Gain Data

Description
Enter the SSN of the individua or press <F2> for choices.

Enter the date of report.
Enter the case finding method or press <F2> for choices.
Enter the reason code or press <F2> for choices.

Enter the department code or press <F2> for choices.
Enter the eligibility category or press <F2> for choices.
Enter the component code or press <F2> for choices.
Enter the sex of the individual or press <F2> for choices.
Enter the birth date of the individual.

Enter the rank of the individual.

Enter the UIC of the individual or press <F2> for choices.

This field is pulled in from the DAMIS-FS Database Program
Management Module and can not be changed.

Enter the major command code or press <F2> for choices.

Enter the counselor’s SSN or press<F2> for choices.
Enter the completion indicator or press <F2> for choices.

Y ou can proceed to add/change the record as desired. Press <F6> to exit the module. Pressing
<F3> will take you to the following screen.
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PCS Gain - DA4466 Print Decision

The Patient Progress Report has not been
completed. A transaction will not bhe|
transmitted to USADADA until the)
completion Indicator is equal to "C"

At this point you have the option of
printing the DA4466 to the laser printer
or continuing without printing it.

F8/F1 to print DA4466
ENTER to Continue

Press <F8/F1> to print DA 4466. Thiswill take you to the print destination screen.

Fed
Number of Copies:

Printer Class:
Printer Name:

Print Destination (v, 2.82)

Humber of Copies: B1

Printer Class: LASER PRINTER

Printer Hame: laser 132

F3 = SAVE to print; F6 = CANCEL

Description
Enter the number of copies that you want to print.

Enter the printer class or press <F2> to sdlect.
Enter the printer name or press <F2> for choices.

Press <F3> to print or <F6> to cancel the print request.
5316  Appointment Scheduling Menu.

This menu allows you to add/change/delete group and individual appointment data. When you
select this option from the “Patient Services Menu,” the following screen will appear.

UNCLASSIFIED

Add- Change/Delete Individual Appointment Data
Print Individual Appointment Slip
Group Appointment Henu

Figure 5.3-9. Appointment Scheduling Menu

5.3.1.7 Add/Change/Deete Individual Appointment Data.

This option allows you to add/change/del ete appointment data for individual counseling sessions
and provides a method of modifying existing information, entering new appointment
information, or deleting individual appointment data. You may use this data to track those
individuals that miss one or multiple appointments. To add, change or delete individua
appointment data, select item #1 from the “Appointment Scheduling Menu” and press <Enter>.
The following screen will appear.
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Individual App
* # #* FOR OFFICIAL USE OHNLY - PRIVACY ACT DATA #*

IHDIVIDUAL DATA
55H: Appointment Date: Appointment Time:
Hame: uIcC: GradeRank:

APPOINTHENT INFORHATION

Counselor 1ID: Counselor Hame:
Hissed Appointment Reason Code: _
Location Hame: TEST ORGAHIZATION
Appointment Type Code: _

Telephone Ho: 7B3-5555555

Projected Duration: _1 hr 38 min

F3 = SAVE; F6 = CAHCEL
F87F5 = Print Appointment S5lip F8-F6 = DELETE Individual RAppt
# FOR OFFICIAL USE OHLY - PRIVACY ACT DATA #

Figure 5.3-10. Add/Change/Delete Individua Appointment Data

Enter the SSN of the individual to be identified, the appointment date and the appointment time.
Press <F2> for choices to select SSN if you wish. Once you enter the data and validates it, the
system determines whether an appointment entry already exists in the DAMIS for that SSN,
appointment date and appointment time. If there is no existing record for that SSN, then the
screen will indicate this in its heading line with the message “ADDING RECORD” and the form
will display blank fields. If arecord does exist with that identifier, then the screen will indicate
this in its heading line with the message “CHANGING RECORD” and the form will populate with
the existing data. You may proceed to add/change the record as required. The system will
perform data validation throughout the entire process. If you have entered the data incorrectly,
the system will not save the entry and the cursor will remain in the field waiting for a correct
entry.

INDIVIDUAL DATA:

Appointment Date: Enter the date of the appointment with the counselor. Press <F2> for
choices.

Appointment Time: Enter the time of the appointment in military format. Press <F2> for
choices.

Name, UIC, and These fields get populated from the patient data previoudy entered

Grade/Rank: in to the DAMIS database.

APPOINTMENT INFORMATION:

Counselor ID: Enter the SSN of the counselor or press <F2> for choices.

Missed Appointment Enter data here only if the patient did not keep this appointment.

Reason Code: This data would be entered after the appointment was to have taken

place. Press <F2> for choices.

If you choose “D”, “Other”, from the Missed Appointment Codes Choices, you will see the
following screen and have an opportunity to enter a comment regarding the missed appointment.

Comment Other Hissed Appt Code

Comment :

F3 = SAVE; F6 = CANCEL;
# FOR OFFICIAL USE OHLY - PRIUACY ACT DATA =*

Enter comment for Choice “D” in Missed Appointment Sub-Menu. Press <F3> after entering the
comment to save it or <F6> to exit without saving.

L ocation Name: Enter the name of the location where the appointment is to take
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place, e.g., Community Counseling Center, etc.

Appointment Type Code: Enter the code for the type of individua appointment this
appointment will be. Press <F2> for choices.

Telephone No: Enter the counselors telephone number.
Projected Duration: Enter the projected duration of the appointment in hours and minutes.
The default is 1 hour and 30 minutes.

Pressing <F3> will save your entry and return you to a blank “Appointment Scheduling Form”
and <F6> will return you to the “Appointment Scheduling Menu” without saving any of your
input in the form. Pressing <F8> and then <F6> will present the following screen.

Individual Appointment Delete Confirm

Selected Individual Appointment will be permanently removed from
the Database. HAre you certain you wish to delete?

RETURH to delete appointment; F6 = CRANCEL

Press <Enter> to del ete appointment or <F6> to cancel the operation.

5.3.1.8  Print Individual Appointment Slip.

Selection of this option from the “Appointment Scheduling Menu” will present the following
screen.

Individual Appointment Slip
Individual 1D0:

Appolntment Date:
Appointment Time:

F&-F1 = Print; F8-F2 = View; F6 = CAHCEL

Figure 5.3-11. Individua Appointment Slip

Enter the individual 1D, Appointment Date and Time. Press <F8/F1> to print or <F8/F2> to
view or <F6> to cancel the operation.

5319  Group Sesson Appointment Menu.

This menu allows you to add or change appointment data for group sessions. Select option #3
from the “ Appointment Scheduling Menu” and press <Enter>. The following screen will appear.

Appointment Henu
UNCLASSIFIED
Appointment

: Record Ho-show for Individuals
. Delete Group Appointment
. Print Group Appointment Slip

Figure 5.3-12. Group Appointment Menu
53.1.10 Setup/Change Group Appointment.

To setup a group session so that group session data can be entered regarding this session, select
item #1 from the “Group Session Appointment Menu”.
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Sekup-Thange E"l.ll-l-.;_ﬁEl-ll.-l-i.r'l-'-il-ll;-‘r-li- r'frli E.l'f 5f—1‘|
of f 5E O PRLUA

IR L
AFFOCHTHEHT LHFORHATION
Group He: 5% Group Title:
Total Session Ueeks: __ First Group Appointment Date:
Oay(s? of Uesk;: H: _T;: 3 o RS

Appointment Time: Projected Ouration: B1:38

Counselor 10; Counselor Hame;

Contact Phone Ho: _ PAI-BAGGGRS
Appointment Location; TEST ORGAHIZATIOH
F3 = BAUE; FB/FE = RAdd<Change Sochedule Sessions;

FBAFTE = Add-Change<Oelete Scheduled Individual; F&E = CAMCEL
« FOR OFFICIAL USE OMLY - PAIUACY ACT OATA =

Figure 5.3-13. Setup/Change Group Appointment

APPOINTMENT INFORMATION:

Group No: Enter the group number for the group session you wish to schedule
or change or press <F2> for choices. Note: The group number field
will aready be filled in with the next available group number.

Group Title: Enter the Group title.

Total Session Weeks: Enter the total sessions weeks anticipated for this group. If the group
ison -going, enter 99 for 99 weeks.

First Group Appointment Enter the date of the first group appointment.

Date:

Day(s) of week: Enter the day or days the group will meet each week.

Appointment Time: Enter the time the group session will be held each week.

Projected Duration: Enter the time (in hours and minutes) that the group session to last
each mesting.

Counsdlor ID: Enter the SSN for the counselor who isin charge of the group session
or press <F2> for choices.

Contact Phone No.: Enter the phone number of the counselor who is in charge of the
group session.

Appointment Location: Enter the location of the group session.

Missed Appointment Enter the missed appointment reason code.

Reason Code;

Press <F3> to save the ‘group session appointment data’. Press <F8/F5> to see a listing of the
scheduled sessions for the group session.

After scheduling an individual for a group appointmert, if the appointment conflicts with another
individual appointment already scheduled by the counselor, an error message will appear.

If the appointment conflicts with a Group session scheduled on the same day, an error message
will appear.

If the date and time of the Group session conflicts with an individua appointment that has been
scheduled by the counselor in charge of the group session, an error message will appear.

Make some schedule adjustment and attempt to reenter the data. Instructions follow for
changing group session data that currently exists in the database.

Group No: Enter the group numbers of the session that you wish to change or
press <F2> for choices for alist of existing sessons.
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The screen will fill in with information regarding that group session. Make the changes that you
want and press <F3> to save those changes. You may also press <F8/F5> to see a listing of the
scheduled sessions. Pressing <F8/F5> will display the following screen.

Appointment Scheduled Se=sions
18938218 3:88 ARIZOHA

19938217 ARTZONA

1983-81-15 APPOTHTHERT LOCATIOH
1993-81~-22 APPOINTHERT LOCATIDH
APPOINTHERT LOCATIDH
APPOIHTHERT LOCATIOH
APPOINTHERT LOCATIOH
APPOINTHERT LOCATIDH
APPOINTHERT LOCATIDH
APPOINTHENT LOCATIDH
APPOIHTHEHT LOCATIOH
APPOTHTHENT LOCATIOH
APPOINTHENT LOCATIOH
APPOINTHENT LOCATIOH
APPOIHTHENT LOCATION
APPOINTHENT LOCATIOH
APPOTHTHENT LOCATIOH
APPOINTHENT LOCATIOH

Ly

1993-81.-29
1993-82-05
1993-82-12
1983-92-19
1993-82-26
19838385
1983-83-12
1983-A3-19
18683 8326
19938482
19938489
199384716
1983-Bd23
1902-B4.26

=0 O =0 O 0N e G L

-
-
U S

Highl ight gour selection and press RETURH

Highlight a session and press <Enter> to nmeke additional changes. Once you highlight the date
you want to change, the “ Add/Change Scheduled Sessions” screen will appear.

Add Change Scheduled Sessions PCH: ZJY-574

Group Humber: 1  Appointment Number: 1
Group Appointment Date: 1993-/82-18 Appointment Time: 13:88
Location Hame: ARIZOHA

F3 = SAVUE; F6 = CANCEL
# FOR OFFICIAL USE OHLY - PRIVACY ACT DATA #*

This screen will allow you to change the date, time and location of that one particular group
sesson. Make changes and press <F3> to the save the changes and return to the scheduled
sessions list. Either highlight another session to change or press <F6> to return to the
“ Setup/Change Group A ppointment”.

To add an individual (s) to a group session roster, start at the “ Setup/Change Group A ppointment
Data’. Enter the session number of the session that you want to add the individual. Press
<F8/F6>. The “Appointment Scheduled Individuals’ will appear.

Appointment Scheduled Individuals
#++ DELETE RECORD #=#

Highlight “ADD RECORD,” and Press <Enter>. The following screen will appear.

Add Scheduled Individuals PCH: Z2JY-574 1

Individual ID: Unit ID Code:

F8-F5 Print Group Session Appointment Slip
F3 = SAVE to ADD another Record; F6 = CAHCEL

Enter the individual’s SSN and the system will add the unit ID code. Press <F8/F5> to print
‘group session appointment slip’. Thiswill present the following screen.
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Croup Appasntment 510
Irdividual 10: BEEEILI98A
Grows He: 1

Begin Date:
Ene Date:

FESFL = PRINT; FE-F2 = UIEW: F& = CAMCEL

Enter the Individual 1D, Group Number, begin and end dates. Press <F8/F1> to print or <F8/F2>
to view. Press <F3> to save the information and add another record. Press <F6> to return to the
“ Setup/Change Group Appointment Data’.

If you wish to delete a record from the “Appointment Scheduled Individuals’, highlight “Delete
Record” and press <Enter>. The following screen will appear.

Scheduled Individuals
>
245444441 ACTIVE TEST

Highlight your selection and press <Enter>. The following screen will appear.

TENT=Delete Confirmakion

Selected Individual will be permanently removed from the
Group Sessioh Database Table.

AETURBH to delete individual;

Press <Enter> to delete individual from the Group Session Database table or <F6> to cancel the
delete operation.

53.1.11 Record No Showsfor Individuals.

This form alows you to record no show information for individuals, the reason for the no show,
and to comment on other missed appointments. When you select this option from the “Group
Session Appointment Menu,” the following screen will appear.

Feoord Ho—show for Individuals BEH- Z07—hy

Groug Ha: Apps i skeent Date:

EPPOIHTHEHT THFORBATION
Eroup Title:
Total Session Weeks:
Eppointment Time: %

First Group Rppointment Date:
& for 10:

Contact Ko Fro jected Duratian: min

Boxt Wppoantment Date: Hexkt fppointment Time: _ -

FHAF4 = [sgise Ba Shes Lo Al Hesbers
FRAFE & Rl Chings He Ehdw [dividiesl
F& = CRMCEL %o CGrowp Seszion Mppoontment Henw

Figure 5.3-14. Record No Showsfor Individuas

Group No: Enter the group number for the group session that the individual was
scheduled to attend or press <F2> for choices.

Appointment Date: Enter the date of the group session appointment that was missed by
the individua or press <F2> for choices to display alist of appoint-
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ment dates. Press <Enter>.
Press <F8/F5> to see alist of individuals scheduled for that particular session.

Highlight your selection and press <Enter> or press <F6> to cancel out of the “Record No- Show
for Individuals’ data entry screen. Select menu item #1, from the “Setup/Change Group
Appointment” in order to add the individual to the group session. Once thisis done, return to the
“Record No Show for Individuals’ screen to record no-show information. Press <F8/F5>,
highlight the individual’s SSN that missed the appointment and press <Enter>. The
“ Add/Change No Shows Record” will appear.

Ingdivechunl 10: BERLIIIE3S Fank: 550 Hissed Appt Reason: _
F2 = SAUE te Ko Shou Individuals Henu

FE = CANCEL to Record Ho Show for [ndividuals
* FOR OFFICIGL USE OHLY - PRIURCY ACT DATA =

The cursor is at the Missed Appointment Reason field. The individual ID field and rank have been
filled in and “ ADDING RECORD” appears at the top |eft of the screen.

Enter the code for the reason the individual missed this group session appointment or press <F2>
for choices. Pressing <F3> will save the information in “Add/Change No Shows Record,” and
will return you to the listing of individuals scheduled. Pressing <F6> will return you to the
“Group Session Appointment Menu” without saving input to the “Add/Change No Shows
Record”.

53.1.12 Delete Group Appointment.

This option alows you to delete a group session that is no longer meeting. To delete a group
session, select item #3 from the “Group Session Appointment Menu” and press <Enter>. This
will display the following screen.

: Oelete Group Session PLH J7 T'd
R o T ARl g = A

APPOIHTHENT 1HFORHATIOH
Group He: 18 Total Session: __ First Apgpointment Date:
Appointnent Time: _ @ Counselor 10

Contact Phome He: Projected Duration:

Appointment Lecakion:

F3 = SAUE to cgelete; FG =
+ FOR OFFICIAL USE OHLY - PPIIIJI’IE'I' m:r DHTR =

Figure 5.3-15. Delete Group Appointment

Enter the session number of the group session you want to delete. Information regarding that
session will be populated on the screen. Press <F3> to delete. The “Delete Confirmation”
screen will appear.
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TEET=0roug Session Deleise Coanflraatlon

Selected Groupg Session will be permanent]y resoved from Lhe
Database.

AETURH to delete sessian: FG = CAHCEL

Press <Enter> to delete a session or <F6> to cancal out and not to delete the session.

53113 Print Group Appointment Slip.

This is a hard copy report on a patient’s next group session appointment(s). The purpose of this
report is to remind the patient of the group session appointment(s). Selection of this option from
the “Group Session Appointment Menu” will present the following screen.

Oroup Appocintment S1ip

Individwal 1D:

Group Ha: 11 |

Begin Dale:
Erd Date:

FE-F1 = PRINT: FE8-F2 = WIEU; F& = CAKCEL

Figure 5.3-16. Print Group Appointment Sip

Enter the Individual 1D and Group Session Number for the group session appointment you wish
to print. The system will determine if there is ‘group session appointment data for that
individual and print the dlip. This dlip contains the appointment dates for the group. Press
<F8/F1> to print the report or <F8/F2> to view the report. If there is no ‘group session
appointment data’ for that individual, the system will display an error message.

53114 Counsdor Education Development Menu.

This menu alows you to access those screens used for adding and changing counselor
certification course data, for maintaining counselor internship training data, and for maintaining
ADAPCP Academy of Health Sciences course information. Y ou can also access the menu used
for printing counselor education reports. To enter, change, or print counselor education data,
select item #6 from the “Patient Services Menu” and press <Enter>. The “Counselor Education
Development Menu” will appear.

Counselor Education Development Henu
UHCLASSIFIED
Add-Change Counselor Certification Course Data

Haintain Counselor Internship Training Data
ADAPCP Academy of Health Sciences Course Haintenance
Counselor Education Report Henu

Figure 5.3-17. Counselor Education Development Menu
53.1.15 Add/Change Counsdor Certification Course Data.

This option allows you to add or change data regarding counselor certification courses. To enter
or change information on a counselor certification course, select menu item #1 from the
“Counselor Education Development Menu” and press <Enter>. The “Add/Change Counselor
Certification Course Data’ screen will appear.
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AT Counselor Certifi
m__ wom= FOH OR

Counselor 55H; Cownsslor Hame:

Course Hame: Category: _  Degree;
Instructor Hame:
Course Completion Date: Course Hours:
F3 = SAPE; FE = CAHMCEL
# FOR OFFICIAL WSE OHLY - PAIUACY ACT DATA =

Figure 5.3-18. Add/Change Counselor Certification Course Data

Fed Description
Counselor SSN: Enter the SSN of the counselor you are entering certification data

about or press <F2> for choices.

At this point, the system determines whether or not an identification entry already exists in the
DAMIS for that SSN. If there is no existing record for that SSN, then a message will appear
indicating this.

frror an Employee 10 - Counselor Cert

The emploges 554 that you have entered is not in the database.

RETUAH tmo caonkinue

Notify your DAMIS SA so that the counselor’'s SSN can be added to the “ADAPCP Employee
Data’ in the “Program Management Module”. Once this has been done you may continue to
enter data regarding this counselor.

Counselor Name: The counsdor’s name will be populated from information already
entered into the DAMIS.
Course Name: Enter the name of the course or press <F2> for choices.

If the counselor’'s SSN was in the database and the course name you chose was not part of the
available lisgt, the message “ADDING RECORD” will appear on the top line and the remaining
fields will be blank. Follow the instructions for completing the remainder of the form. If you
either chose a course name from the choice list or entered a course name that is currently
recorded, then the message “CHANGING RECORD” will appear on the top line and the form will
populate with the existing data Proceed to add/change the record as required using the
following instructions.

Category: Enter the category.

Degree: Enter the degree.

Course Completion Date; Enter the date the course is scheduled for completion by the
counselor.

Course Hours: Enter the total hours of the course.

Press <F3> to save the data entered.
53.1.16 Maintain Counselor Internship Training Data.

This option allows you to add or change data regarding a counselor’ s internship and training. To
enter or change information on a counselor’s internship and training, select menu item #2 from
the “Counselor Education Development Menu” and press <Enter>. The “Counselor Internship
Training Data’ screen will appear.
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Employes 1D:

Certification Date: _ -
fRecertificalion Course Hours: _
Internship Start Oate: o
Examination Dote: 1. Z. 3
Examination Result: 1. _ 5 a S
Certification Humber:

Handatory Individual Course Completion Date:

Handatory Group Course Cowpletion Date:
Indivicgual Sessions Completes: _

Aecertification Date:
Clinical Supervisor [0
ir:l.rlrrlil'u:w:1 Date:

Group Sessions Completed:
Inservice Training Class Completed:_  Hecordkesping Sessions Cowpleted:_
Screanings Completed: _ Treatment Plans Cowpleted: _
Clinical Supervisions Completed; Commander Consults Cowpleted;
Crigis Intarventions Completed: _ Clinical Corsults Completed: _

F1 = SRUE: FB = CAHCEL: « FOR OFFICIAL USE OHLY - PRIVACY ACT DATR =

Figure 5.3-19. Maintain Counsdlor Internship Training Data

Employee ID: Enter the SSN of the counselor whose internship and training data

you wish to maintain in the DAMIS or press <F2> for choices.
If you receive the following error message —

Error on Employee ID - Counselor Cert

The employee SSH that you have entered is not in the database.

RETURH to continue

--contact your DAMIS FA so that the counsdlor information can be added to the DAMIS
ADAPCP Employee Information contained in the Program Management Module.

The message “ADDING RECORD” will appear in the upper left of the form and the name field is
populated. If the SSN you entered is already recorded in the DAMIS, it will be indicated with
the message “CHANGING RECORD”, and the form will populate with the existing data. Y ou may
proceed to add/change the record as required using the following instructions.

Name:
Certification Date:
Re-certification Date:

Re-certification Course
Hours:

Clinical Supervisor ID:
Internship Start Date:
Internship End Date:
Examination Date:

Examination Result Code:

Certification Number:

Mandatory Individual
Course Completion Date:

Mandatory Group Course

The name of the counselor will be pulled in from the DAMIS.
Enter the date the counselor was originaly certified.
Enter the date of most recent re-certification.

These hours are all counselor certification courses completed after
most recent certification.

Enter the SSN of the Clinical Director.
Enter the date that the counselor internship started.
Enter the date that the internship is expected to end.

Enter the date(s) that the counsdlor has taken the re-certification
examination.

Enter the examination result(s) code(s) for each re-certification
examination taken or press <F2> for choices.

Enter the certification number.

Enter the date of the mandatory individual course completion date.

Enter the date of the mandatory group course completion date.
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Completion Date:

Individual Sessions Enter the number of individual sessions completed by the counselor
Compl eted:

Group Sessions Completed:  Enter the number of group sessions completed by the counselor.

In service Training Enter the total number of in-service training classes the counselor
Completed: has compl eted.

Record keeping Sessions Enter the number of record-keeping sessions the counselor has
Completed: completed.

Screening Compl eted: Enter the number of intake screening the counselor has compl eted.

Treatment Plans Completed: Enter the number of treatment plans the counselor has completed.

Clinical Supervisons Enter the number of clinical supervision completed by the

Compl eted: counsglor.

Commander Consults Enter the total number of Commander Consultations that the

Completed: counsdlor has conducted.

Crisis Interventions Enter the number of crisisinterventions completed by the counselor

Compl eted:

Clinical Consults Completed: Enter the number of clinica consultations completed by the
counselor.

Press <F3> to save your entry, or press <F6> to return you to the “Counselor Education
Development Menu” without saving any of your input in the form.

53117 ADAPCP Academy of Health Sciences Cour se M aintenance.

This option allows you to add or change information regarding health sciences courses taken by

each ADAPCP employee. To enter or change information on a counselor’ s ADAPCP Academy

of Health Sciences courses, select menu item #3 from the “Counselor Education Development
Menu” and press <Enter>. The “Academy Health Sciences Course Data’ screen will appear.
ACADEHY Health Sciences Course Data PCH: SJ7-T13

* 4 & FOR DFFICIAL USE DHLY = PAIVACY ACT DATA &

55H: Hame:

Position 2
Code Course Date Course Code and Course Hame

. USADART Irdividual Counseling Course

. USADART Broup Counseling Course

. Family Services Course

. Family Counseling Course

. Rdvanced Counseling Course

. Civilian Program Coordinator Course

. Clinizal Direster~Clinical Consultant-HRD Course

F3 = SAUE; F& = CANCEL
4 FOR OFFICIAL USE DHLY - PRIVACY ACT DATA &

Figure 5.3-20. Academy of Health Sciences Course Maintenance

Fed Description
SSN: Enter the SSN of the ADAPCP Employee whose data you are

maintaining or press <F2> for choices.

Contact your DAMIS SA if the following error message appears so that you can add this
employee to the ADAPCP Employee Data information contained in the Program Management
Module of the DAMIS.
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EARDR = Emplouee not found

The employes does not exist in the database.
Please check the secial sesurily number and try again.

RETURH to continue

Once the employee identification is properly recorded in the DAMIS, the system will indicate
whether or not the information regarding Health Sciences Course Maintenance is being added or
changed by the message displayed in the upper left of the form.

Name: The name of the ADAPCP Employee will be populated.

For each course listed on the screen that is applicable to the employee identified by the SSN that
was entered, use the following instructions.

Position Code: Enter the position code that signifies the type of position held by the
employee or press <F2> for choices.
Course Date: Enter the date that the course will be taken.

Once you have completed entering the data, press <F3> to save the data.
53.1.18 Counsgor Education Report Menu.

This menu alows you to access those screens used for printing counselor education reports. To
print counselor education reports, select menu item #4 from the “Counselor Education
Development Menu” and press <Enter>. The “Counselor Education Report Menu” will appear.

Counselor Education Report Henu
UNCLASSIFIED
Counselor Certification Progress Report
Individual Counselor Internship and Certification Report

Counselor Internship and Certification Summary Report
Counselor Recertification Progress Report

Counselor Course Report

ADAPCP Academy of Health Sciences Courses Report

Figure 5.3-21. Counsglor Education Report Menu
53.1.19 Print Counselor Certification Progress Report.

To print a report of al uncertified counselors progress towards passing the certification
examination, select this option from the report menu. Thiswill display the following screen.

Counselor Certification Progress
sk e

The Counselor Certification Progress Report is a hard
copy report of all uncertified counselors’ progress I

touwards passing the certification exam.

FB8-F1 = PRINT; F8-F2 = VIEUW; F6 = CAHCEL
# FOR OFFICAL USE DMLY - PRIVACY ACT DATA *

Figure 5.3-22. Counselor Certification Progress Report
Press <F8/F1> to print the report or <F8/F2> to view the report.
53.1.20 Print Individual Counsdor Internship and Certification Report.

To print areport of an individual counselor’s certification and experience, enter the individual 1D
of the counselor at the screen prompt. Thiswill display the following screen.
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Individual Counselor Internship

Employee ID:

F8-F1 = PRINT; F8-.F2 = UIEW; F6 = CANCEL
¥ FOR OFFICIAL USE OHLY - PRIVACY ACT DATA =

Figure 5.3-23. Individual Counselor Internship and Certification Report

Enter the employee ID or press <F2> for choices. Press <F8/F1> to print the report or <F8/F2>
to view the report.

53.1.21 Print Counsdor Internship and Certification Summary Report.

To print a report, which provides summary information about the status of each counselor’s
internship and certification, select this option from the “Counselor Education Report Menu”.
This will display the following screen.

Counselor Intern. & Cert.
Fof

The Counselor Internship and Certification Summary
Report is a hard copy report which provides summary
information about the status of each counselor’s
internship and certification.

F8-F1 = PRINT; F8-.F2 = UIEW; F6 = CAHNCEL
# FOR OFFICAL USE OHLY - PRIVACY ACT DATA #

Figure 5.3-24. Counselor Internship and Certification Summary Report
Press <F8/F1> to print the report or <F8/F2> to view the report.
53.1.22 Print Counsdlor Re-certification Progress Report.

To print a report, which provides information for al certified counselors, regarding the number
of hours accumulated towards re-certification and the certification date, select this option from
the “Counselor Education Report Menu”. This will display the following screen.

Counselor Recertification Progress Rpt
EE S+ EE+ 4

The Counselor Recertification Progress Report
1s a hard copy report uwhich provides information
for all certified counselors.

F8-F1 = PRINT; F8-F2 = VUIEW; F6 = CAHCEL
# FOR OFFICAL USE OHLY - PRIVUACY ACT DATA =*

Figure 5.3-25. Counsdlor Re-certification Progress Report
Press <F8/F1> to print the report or <F8/F2> to view the report.
5.3.1.23 Print Counselor Course Report.

To print a report, which provides information about completed courses accumulated toward re-
certification, select this option from the report menu. Thiswill display the following screen.
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Counselor Course Report
dkk feckk

The Counselor Course Report is a hard copy
report uwhich provides information about completed

courses accumulated towards recertification.

F8-F1 = PRINT; F8-F2 = VIEU; F6 = CAHCEL
# FOR OFFICAL USE OHLY - PRIVACY ACT DATA =*

Figure 5.3-26. Counsglor Course Report
Press <F8/F1> to print the report or <F8/F2> to view the report.
53124 Print ADAPCP Academy of Health Sciences Cour se Report.

To print areport, which provides information about Academy of Health Sciences (AHS) courses
completed or scheduled to be taken by ADAPCP employees, select this option from the
“Counselor Education Report Menu”. This will display the following screen.

ADAPCP Academy of Health Sciences Course
Feeke Feoke

The ADAPCP Academy of Health Sciences Course
Report is a hard copy report which provides
information about AHS courses completed or
scheduled to be taken by ADAPCP employees.

F8-F1 = PRINT; F8-F2 = UVIEW; F6 = CANCEL
# FOR OFFICAL USE OHLY - PRIVACY ACT DATA =*

Figure 5.3-27. ADAPCP Academy of Hedth Sciences Course Report
Press <F8/F1> to print the report or <F8/F2> to view the report.
53125 Patient Services Query Menu.

This menu allows you to display the existing patient services information. Selection of this
option from the “ Patient Services Menu” will present the following screen.

Patient Services Query Henu
UHCLASSIFIED

for Positive Hilitary Prescreen Urinalysis Results Data
Ouery for Positive Hilitary Laboratory Urinalysis Results Data
Query for Positive Civilian Laboratory Urinalysis Results Data
OQuery for Patient Progress Reports
Uiew Patient Intake~Screening Report
Uiew Patient Progress HReport

Figure 5.3-28. Patient Services Query Menu
53.1.26 Query for Positive Military Prescreen Urinalysis Results Data.

This option allows you to determine whether specimen collection dates for positive military
prescreen urinalysis test results data exist for a reporting period. Selection of this option from
the “Patient Services Query Menu” will display the following screen.

Positive Hilitary Prescreen Urinalusis

Begin Date: End Date:

F3 = SAVE to guery:; F6 = Cancel

Figure 5.3-29. Positive Military Prescreen Urinalysis Results Data
To determine whether specimen collection dates for positive military prescreen urinalysis test
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results data exist for a reporting period, enter the beginning and the ending report dates at the
screen prompt.  The system will determine whether any specimen collection dates exists for that
reporting period. If not, the system will display a message indicating that no specimen dates for
positive military prescreen urinalysis test results exist for that reporting period. Pressing <F3>
will process the query and will take you to the “Positive Military Pre-screen Query” screen.
Pressing <F6> will cancel your query and will return you to the “Patient Services Query Menu”.

Positive Hilitary Prescreen Results
FOR OFFICIAL USE ONLY - PRIVACY ACT DATA
PCH: ZJY-6B3
DATE: 1995-81.-89
1997-81-81 THRU 1997.81/31

SPECIHEN COLLECT DT: 19978181

CUST DOC UIC UNIT HAHE INDIV ID DRUG  CDR PRESCREEN RPT DTI
v

1 A1 123123123 X 199768186
ue123 SAM’'S TEST 135135135 [ 19978181
ue123 SAM’'S TEST 145145145 C 19978181

SPECIMEN COLLECT DT: 1997/Bl/16

UP-DOUN arrow or PAGE UP-DOUN to scroll data, RETURN to exit

This screen lists information identifying al specimens for individuals in the military service that has
been tested positive during pre-screening for the reporting period.

53.1.27 Query for Postive Military Laboratory Urinalysis Results Data.

This option alows you to determine whether specimen collection dates for postive military
laboratory urinalysis test results data exist for a reporting period. When you select option #2 from
the “Patient Services Query Menu,” the system will display the following screen.

Positive Hilitary Laboratory Urinaluysis

Begin Date: End Date:

F3 = SAVE to query; FB = Cancel

Figure 5.3-30. Positive Military Laboratory Urinalysis Results Data

Enter the beginning and the ending report dates in the format YYYY/MM/DD to determine
whether specimen collection data for ‘positive military laboratory urinalysis results exist for a
reporting period. If there is no data for that reporting period, then the system will display a
message indicating that no specimen data for ‘positive military laboratory urinalysis results’ exist
for that reporting period. Pressing <F3> will process the query and will take you to the “Positive
Military Laboratory Query” screen.
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Positive Hilitary Laboratory Results

FOR OFFICIAL USE OHLY - PRIVACY ACT DATA
PCH: ZJY-684
DATE: 19988189
19978181 THRU 19978131
SPECIMEN COLLECT DT: 1997.81.81
CUST DOC UIC UNIT HAHE INDIV ID DRUG RESULTS RCUD LAB DT
1 Al 123123123 19978186

ua1z3 SAH’S TEST COHH 135135135 19978118
ue1z3 SAH’S TEST COHH 145145145 19978118

SPECIMEN COLLECT DT: 1997.B1/16

UP/DOUN arrow or PAGE UP-DOUN to scroll data, RETURHN to exit

This screen lists information identifying al specimens for individuals in the military service that has
been tested positive during the reporting period. The system will display any results to the screen
for the reporting period specified. Press <F6> to cancel your query and to return you to the “ Patient
Services Query Menu’”.

53.1.28 Query for Pogtive Civilian Laboratory Urinalysis Results Data.

This selection allows you to determine whether specimen collection data for Positive Civilian
Laboratory Urinalysis Test Result exists for areporting period. When you select option #3 from the
“Peatient Services Query Menu,” the system will display the following screen.
Positive Civilian Laboratory Urinalysis
Begin Date: End Date:
F3 = SAVE to query; F6 = CANCEL

Figure 5.3-31. Postive Civilian Laboratory Urinalysis Results Data

Enter the beginning and the ending report dates to determine whether specimen collection data
for positive civilian laboratory urinalysis results data exist for a reporting period. If there is no
datafor that reporting period, the system will display a message indicating that no specimen data
for ‘positive civilian laboratory urinalysis results exists for that reporting period.

Press <F3> to process the query and to take you to the “Positive Civilian Laboratory Query”
screen.

Positive Civilian Laboratory Aesults
FOR OFFICTAL USE OHLY - PRIVACY ACT DATA
PCH: ZJY-684
ORTE: 1998-81-89
1997-Bl-81 THRU 19978131
SPECIHEN COLLECT OT: 1997-8l1-8B1
CUsT DOC UIC UHIT HAHE 1HOIV 1D DAUG RESULTS RCUD LAB DT

UAugo HERILOU SOUADR 111112222 0 19978514

SPECTHEH COLLECT DT: 19978122
CusT DOC UIC UHLIT HAHME 1Holv I DAUG RESULTS ACUD LAE DT

UP-DOUH arrou or PRGE UP-DOUH to scroll data, RETURH to exit
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This screen lists information identifying all specimens for civilians that have tested positive during
the reporting period. The system will display any results to the screen for the reporting period
specified. Press <F6> to cancel your query and to return you to the “ Patient Services Query Menu”.

53.1.29 Query for Patient Progress Reports.

This option alows you to determine whether or not PPR data exists for an individual. When you
select option #4 from the “Patient Services Query Menu”, the system will display the following
screen.

Patient Prog

ITndividual 10;

F3 = SAVE to guery; F6 = CANCE

Figure 5.3-32. Patient Progress Reports

Enter the SSN of the individua at the prompt. If no data exist for that individuad, the system will
display a message indicating that PPR data for that individua does not exist. Press <F2> for active
patients.

The “Patient Progress Report Query” screen displays information regarding the dates of all PPR
associated with the individuals most recent enrollment date.

Patient Progress Reports Query
FOR OFFICIAL USE OHLY - PRIVACY ACT DATA

PCH: ZJY-586
DATE: 1998-81.-89

IHNDIVIDUAL SS5H: 248557777
IHDIVIDUAL HAHE: APPLE DRUHK

ENROLLHENT DECISIOH DATE PATIENT PROGRESS REPORT DATE !
1997.-83-25 1997-18-18
19978325 19971818
1997.-83-25 1997-18-18
19978325 19971818
1997.-83-25 1997-18-14
199778325 199771828
1997.-83-25 1997-18-27

UPDOUN arrou or PAGE UP~DOUN to scroll data, RETURH to ex

Press <Enter> to exit.
53.1.30 ViewPatient Intake/Screening Report.

This option displays areport of all the PIR data available for the individual and date requested by
you. Selection of this option from the “Patient Services Query Menu” will display the following
screen.

Patient Intake~Screening
Individual ID:

Enrol lment Decision Date:

F3 = VIEMW; F6 = CANCEL

Figure 5.3-33. Patient Intake/Screening Report

Toview aPIR for an individua, enter the Individua 1D (SSN) and the Enrollment Decision Date of
the individual. Press <F3> to view the report. The system will determine whether or not a PIR
exigs for that individua and will display that PIR.
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53131 View Patient Progress Report.

This option displays a report of al the PPR data available for the individual and date requested by
you. Selection of this option from the “Patient Services Query Menu” will display the following
screen.

Patient Progress Report

Individual I1D0:
Enrollment Decision Date:
Progress Report Date:

Progress Report Reason: _

VIEW; F6 = CRANCEL

Figure 5.3-34. Patient Progress Report

To view a PPR for an individual, enter the Individual ID, Enrollment Decison Date, Progress
Report Date and Progress Report Reason for the individual at the screen prompt. Press <F3> to
view the report. The system will determine whether a PPR meeting the criteria entered exists for
that Individua 1D and will display the PPR.

53.1.32 Patient ServicesReport Menu.

This menu selection alows you to display or run hard copy reports of existing patient services
information. Selection of this option from the “Patient Services Menu” will produce the following
screen.

Patient Services Report Henu

UHCLASSIFIED

Pending Handatory Commander Aeferral Aeport

Hedical Referral Report

Incomplete Patient [Intake<Screen Record Aeport

Incomplete PPR Report

PPR Due Date Report

Detailed Patient Information RAeport

Counselor Caseload Aeport

Patient RAoster

Hotification of Hissed Appointment Report

Hissed Rppointment Aeport

Record of Hissed Individual Appolrtment

Group Session Roster

Record of Hissed Group Session Appointment

Counselor Appointment Log

Individuwal Summary Aeport

Individuals Identified and not Screened

Figure 5.3-35. Peatient Services Report Menu

To print one of the reports shown on the “Patient Services Report Menu”, select the appropriate
menu item and press <Enter>. Follow the instructions that appear at the bottom of the screen for
each type of report when entering the query. Each selection will offer the options of *viewing or
printing or saving in disk’ the report.

e e e e e T OO T N L PO

53.1.33 Print Pending Mandatory Commander Referral Report.
Selection of this option from the “Patient Services Report Menu” will produce the following screen.

Commander Referral

Begin Date: End Date:

F8-F1 = PRINT; F8-F2 = VIEW; F8-F3 = DISK; F6 = CAHCEL|

Figure 5.3-36. Pending Mandatory Commander Referral Report

Enter the begin date and end date. Press <F8/F1> to print or <F8/F2> to view or <F8/F3> to save
the report in the Disk or <F6> to cancel. If you choose to PRINT the report, the print destination
screen will dlow you to enter the appropriate information. Fill in the appropriate information and
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press <F3> to process and send the report to the printer. 1f you choose to save the report in Disk,
press <F8/F3> and the following screen will alow you to enter the appropriate information.

Print Pend Handatory Cowm Aef Rpt to ODS

Hode Address:
005 Filename finclude pathl):
F3 = SAUE; F6 = CAHCEL

Enter avaid IP address (Alt-1 if in NCSA Telnet) in the node address field and the filename. Press
<F3> to save the report or <F6> to cancel the request.

53134 Print Medical Referral Report.
Selection of this option from the “Patient Services Report Menu” will produce the following screen.

Hedical Referral Report
Begin Date: End Date:
F8,F1 = PRINT; F8-/F2 = VIEW; FB/F3 = DISK; F6 = CANCEL

Figure 5.3-37. Medica Referral Report

Enter the begin date and end date. Press <F8/F1> to print or <F8/F2> to view or <F8/F3> to save
the report in Disk or <F6> to cancel. If you choose to PRINT the report, the print destination screen
will alow you to enter the appropriate information. Fill in the appropriate information and press
<F3> to process and send the report to the printer. 1f you choose to save the report in Disk, press
<F8/F3> and the following screen will alow you to enter the appropriate information.

Print Pend Handotory Com Aef Rpt to DOS
Hode Address:
005 Filename (include path): _

F3 = SGAVE; FB6 = CAMCEL

Enter avaid IP address (Alt-1 if in NCSA Telnet) in the node address field and the filename. Press
<F3> to save the report or <F6> to cancel the request.

5.3.1.35 Print Incomplete Patient | ntake/Screen Report.
Selection of this option from the “Patient Services Report Menu” will produce the following screen.

Incomplete Patient Intake~Screen Report

Fk Fk

This report will print all the incomplete PIR
data that cannot be sent to the DAMIS-HO.

F8-F1 = PRINT; F8-,F2 = VIEU; F8-F3 = DISK; F6 = CRHCEL

Figure 5.3-38. Incomplete Patient Intake/Screen Report

Press <F8/F1> to print or <F8/F2> to view or <F8/F3> to save the report in Disk or <F6> to cancel.
If you choose to PRINT the report, the print destination screen will alow you to enter the
appropriate information. Fill in the appropriate information and press <F3> to process and send the
report to the printer. If you choose to save the report in Disk, press <F8/F3> and the following
screen will alow you to enter the appropriate information.
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Print Incomplete PIR Record to DOS

Hode Address:

D05 Filename (include path):

F3 = SAVE; F6 = CANCEL

Enter avalid IP address (Alt-1 if in NCSA Telnet) in the node address field and the filename. Press
<F3> to save the report or <F6> to cancel the request.

53136 Print Incomplete PPR Report.
Selection of this option from the “ Patient Services Report Menu” will produce the following screen.

Incomplete PPR Report
ok *kE

This report will print all the incomplete PPR
data that cannot be sent to the DAHIS-HQ.

F8-F1 = PRINT; F8-F2 = VIEU; FB-F3 = DISK; F6 = CANCEL

Figure 5.3-39. Incomplete PPR Report

Press <F8/F1> to print or <F8/F2> to view or <F8/F3> to save the report in Disk or <F6> to cancel.
If you choose to PRINT the report, the print destination screen will alow you to enter the
appropriate information. Fill in the appropriate information and press <F3> to process and send the
report to the printer. If you choose to save the report in Disk, press <F8/F3> and the following
screen will alow you to enter the appropriate information.

Print Incomplete PPR Report to Dos
Hode Address:
D0S Filename (include path):

F3 = SAVE; F6 = CANCEL

Enter avalid IP address (Alt-1 if in NCSA Telnet) in the node address field and the filename. Press
<F3> to save the report or <F6> to cancel the request.

5.3.1.37 Print PPR Due Date Report.
Selection of this option from the “Patient Services Report Menu” will produce the following screen.

PPA Due Date Reporh

Counselor 10; _

This report will print all the patients
uho require a DA Form 4466 within 38
days ar have one past due. One oF mansy
counselors may be selected for Lhe report

at one time.

= PRINT; FB-FZ = ULEM; F8-F3 = DISK; FG& = CANCEL

Figure 5.3-40. PPR Due Date Report

Enter the counselor ID. Press <F8/F1> to print or <F8/F2> to view or <F8/F3> to save the report in
Disk or <F6> to cancdl. If you choose to PRINT the report, the print destination screen will alow
you to enter the appropriate information Fill in the appropriate information and press <F3> to
process and send the report to the printer. If you choose to save the report in Disk, press <F8/F3>
and the following screen will alow you to enter the appropriate information.
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Print FPR Due Date Report to D05

Hode Rddress:
005 Filename (imclude pathX:

F3 = SAUE; F& = CAHCEL

Enter avalid IP address (Alt-1 if in NCSA Telnet) in the node address field and the filename. Press
<F3> to save the report or <F6> to cancel the request.

53.1.38 Print Detailed Patient Information Report.
Selection of this option from the “Patient Services Report Menu” will produce the following screen.
Detailed Patient Information Report

Individual ID:
FB-/F1 = PRINT; F8,F2 = VIEWU; F8-F3 = DISK; F6 = CANCEL

Figure 5.3-41. Detailed Patient Information Report

Enter the individua ID. Press <F8/F1> to print or <F8/F2> to view or <F8/F3> to save thereport in
Disk or <F6> to cancdl. If you choose to PRINT the report, the print destination screen will allow
you to enter the appropriate information. Fill in the appropriate information and press <F3> to
process and send the report to the printer. 1f you choose to save the report in Disk, press <F8/F3>
and the following screen will allow you to enter the appropriate information.
Print Oetailed Patient Info Rpt to DOS
Hode Address:
00s Filename (include pathi:

F3 = SAVE; FE& = CAHCEL

Enter avalid IP address (Alt-1 if in NCSA Telnet) in the node address field and the filename. Press
<F3> to save the report or <F6> to cancel the request.

53.1.39 Print Counselor Caseload Report.
Selection of this option from the “ Patient Services Report Menu” will produce the following screen.

Counselor Caseload Report
Counselor ID:

F8-,F1 = PRINT; F8-F2 = VIEU; F8-F3 = DISK; F6 = CANCEL

Figure 5.3-42. Counselor Casaload Report

Enter the counselor ID. Press <F8/F1> to print or <F8/F2> to view or <F8/F3> to save the report in
Disk or <F6> to cancd. If you choose to PRINT the report, the print destination screen will alow
you to enter the appropriate information. Fill in the appropriate information and press <F3> to
process and send the report to the printer. If you choose to save the report in Disk, press <F8/F3>
and the following screen will dlow you to enter the appropriate information.

Print Counselor Caseload Report to DOS

Hode Address:

DOS Filename C(include path):

F3 = SAVE; F6 = CANCEL

Enter avalid IP address (Alt-1 if in NCSA Telnet) in the node address field and the filename. Press
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<F3> to save the report or <F6> to cancedl the request.
53140 Print Patient Roster.
Selection of this option from the “ Patient Services Report Menu” will produce the following screen.

Patient Roster

Fkk S

This report will generate a roster of all

patients who are currently enrolled in the
ADAPCP.

F8-F1 = PRINT; F8-F2 = VIEW; FB8/F3 = DISK; F6 = CRANCEL

Figure 5.3-43. Patient Roster

Press <F8/F1> to print or <F8/F2> to view or <F8/F3> to save the report in Disk or <F6> to cancel.
If you choose to PRINT the report, the print destination screen will alow you to enter the
appropriate information. Fill in the appropriate information and press <F3> to process and send the
report to the printer. If you choose to save the report in Disk, press <F8/F3> and the following
screen will alow you to enter the appropriate information.

Print Patient Roster to DOS
Hode Address:

00S Filename (include path):

F3 = SAVE; F6 = CANCEL

Enter avalid IP address (Alt-1 if in NCSA Telnet) in the node address field and the filename. Press
<F3> to save the report or <F6> to cancedl the request.

53.1.41 Print Notification of Missed Appointment Report.
Selection of this option from the “Patient Services Report Menu” will produce the following screen.
Hotification of Hissed Apointment Report

Begin Date: End Date:
F8-F1 = PRINT; F8-F2 = VIEU; F8-F3 = DISK; F6 = CANCEL

Figure 5.3-44. Notification of Missed A ppointment Report

Enter the begin date and end date. Press <F8/F1> to print or <F8/F2> to view or <F8/F3> to
save the report in Disk or <F6> to cancel. If you choose to PRINT the report, the print
destination screen will alow you to enter the appropriate information. Fill in the appropriate
information and press <F3> to process and send the report to the printer. If you choose to save
the report in Disk, press <F8/F3> and the following screen will alow you to enter the
appropriate information.

Print Hot of Hissed Appt Report to DOS
NHode Address:

DOS Filename (include path):

F3 = SAVE; F6 = CAHNCEL

Enter avalid IP address (Alt-1 if in NCSA Telnet) in the node address field and the filename. Press
<F3> to save the report or <F6> to cancedl the request.
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53142 Print Missed Appointment Report.
Selection of this option from the “Patient Services Report Menu” will produce the following screen.

Hissed Hppointment Report

Begin Date: End Date:

F8-F1 = PRINT; F8-F2 = UIEM; F8-F3 = DISK; F6 = CRNCEL]

Figure 5.3-45. Missed Appointment Report

Enter the begin date and end date. Press <F8/F1> to print or <F8/F2> to view or <F8/F3> to save
the report in Disk or <F6> to cancel. If you choose to PRINT the report, the print destination screen
will alow you to enter the appropriate information. Fill in the appropriate information and press
<F3> to process and send the report to the printer. If you choose to save the report in Disk, press
<F8/F3> and the following screen will alow you to enter the appropriate information.

Print Hissed Appointment Report to DOS
Hode Address:

D0S Filename (include path):

F3 = SAVE; F6 = CANCEL

Enter avalid IP address (Alt-1 if in NCSA Telnet) in the node address field and the filename. Press
<F3> to save the report or <F6> to cancel the request.

53.1.43 Print Record of Missed Individual Appointment.
Selection of this option from the “Patient Services Report Menu” will produce the following screen.

Record of Missed Individual Appointment
Individual ID:
Appointment Date:
Appointment Time:

F8-F1 = PRINT; F8-F2 = VUIEM; F8-F3 = DISK; F6 CANCEL

Figure 5.3-46. Record of Missed Individua Appointment

Enter the individual 1D, appointment date and time. Press <F8/F1> to print or <F8/F2> to view or
<F8/F3> to save the report in Disk or <F6> to cancel. If you chooseto PRINT the report, the print
destination screen will allow you to enter the appropriate information. Fill in the appropriate
information and press <F3> to process and send the report to the printer. If you choose to save the
report in Disk, press <F8/F3> and the following screen will alow you to enter the appropriate

information.
Print Missed Appointment Report to DOS ]
MHode Address:

DOS Filename (include path):

SAVE; F6 = CANCEL

Enter avalid IP address (Alt-1 if in NCSA Telnet) in the node address field and the filename. Press
<F3> to save the report or <F6> to cancel the request.

53144 Print Group Session Roster.

Selection of this option from the “ Patient Services Report Menu” will produce the following screen.
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Group Session Roster

Begin Date: End Date:

F8-F1 = PRINT; F8-F2 = VIEW; F8-F3 = DISK; F6 = CANCEL|

Figure 5.3-47. Group Session Roster

Enter the begin date and end date. Press <F8/F1> to print or <F8/F2> to view or <F8/F3> to save
the report in Disk or <F6> to cancel. If you choose to PRINT the report, the print destination screen
will allow you to enter the appropriate information. Fill in the appropriate information and press
<F3> to process and send the report to the printer. 1f you choose to save the report in Disk, press
<F8/F3> and the following screen will alow you to enter the appropriate information.

Print Group Session Aoster to DOS

Hode Address:
005 Filename Cimclude pathd:
F3 = SAVE; F& = CAHCEL

Enter avaid IP address (Alt-1 if in NCSA Telnet) in the node address field and the filename. Press
<F3> to save the report or <F6> to cance the request.

53.145 Print Record of Missed Group Session Appointment.
Selection of this option from the “Patient Services Report Menu” will produce the following screen.

Record of Hissed Group Session RAppt
Individual ID:
Appointment Date:
Group Session Humber !

F&~F1 = PRINT; FB.FZ = VIEJ; FB-T3 = DISK; F& = CANCEL
Figure 5.3-48. Record of Missed Group Session Appointment

Enter the individua 1D, appointment date and time. Press <F8/F1> to print or <F8/F2> to view or
<F8/F3> to save the report in Disk or <F6> to cancel. If you chooseto PRINT the report, the print
destination screen will alow you to enter the appropriate information. Fill in the appropriate
information and press <F3> to process and send the report to the printer. 1f you choose to save the
report in Disk, press <F8/F3> and the following screen will alow you to enter the appropriate
information.

Print Group Session Roster to DO5
Hode Address:
005 Filename {include path®

F3 = SAUE; F6& = CANCEL

Enter avaid IP address (Alt-1 if in NCSA Telnet) in the node address field and the filename. Press
<F3> to save the report or <F6> to cancel the request.

53.1.46 Print Counsglor Appointment Log.
Selection of this option from the “Patient Services Report Menu” will produce the following screen.

Begin Date: End Date:

F8-F1 = PRINT; F8-F2 = VIEW; F8-F3 = DISK; F6 = CANCEL|

539



Version 11.00 AISM 25 P6A -AVM -A1 X-SUM 01 December 1999

Figure 5.3-49. Counselor Appointment Log

Enter the begin date and end date. Press <F8/F1> to print or <F8/F2> to view or <F8/F3> to save
the report in Disk or <F6> to cancel. If you choose to PRINT the report, the print destination screen
will alow you to enter the appropriate information. Fill in the appropriate information and press
<F3> to process and send the report to the printer. 1f you choose to save the report in Disk, press
<F8/F3> and the following screen will alow you to enter the appropriate information.

Print Counselor Appointment Log to DOS

Node Address:
D0S Filename Cinclude path):

F3 = SAVE; F6 = CANCEL

Enter avaid IP address (Alt-1 if in NCSA Telnet) in the node address field and the filename. Press
<F3> to save the report or <F6> to cancel the request.

5.3.1.47 Print Individual Summary Report.
Selection of this option from the “Patient Services Report Menu” will produce the following screen.

Enter the individual ID. Press <F8/F1> to print or <F8/F2> to view or <F8/F3> to save the report in
Disk or <F6> to cancedl. If you choose to PRINT the report, the print destination screen will alow
you to enter the appropriate information. Fill in the appropriate information and press <F3> to
process and send the report to the printer. If you choose to save the report in Disk, press <F8/F3>
and the following screen will alow you to enter the appropriate information.

Frint Individual Summary Bepart fo 008
fode Pddress:

Of% Filensme (imolude pakhd:

Fi - SpeE; Fé - CRHCEL

Enter avalid IP address (Alt-1 if in NCSA Telnet) in the node address field and the filename. Press
<F3> to save the report or <F6> to cancel the request.

53148 Print Individuals Identified and Not Screened.
Selection of this option from the “ Patient Services Report Menu” will produce the following screen.

Individuals Identified and Hot Screened

This report will list all the individuals
who have been identified to the ADAPCP,
but have never been screened.

Enter starting date for report or leave
blank for entire report.

Start date:

F8-F1 = PRINT; F8~F2 = VIEW; F8-F3 = DISK; F6 = CAHCEL

Figure 5.3-51. Individuals Identified and Not Screened

Enter the start date. If you have entered a date, which is not accepted by the system, then an error
message will appear.
Enter a valid date and press <Enter> to continue. Press <F8/F1> to print or <F8/F2> to view or
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<F8/F3> to save the report in Disk or <F6> to cancel. If you chooseto PRINT the report, the print
destination screen will alow you to enter the appropriate information. Fill in the appropriate
information and press <F3> to process and send the report to the printer. If you choose to save the
report in Disk, press <F8/F3> and the following screen will dlow you to enter the appropriate
information.

Print Ind IDd But Hot Screened to DOS

Hode Address:

DOS Filename (include path):

F3 = SAVE; F6 = CANCEL

Enter avalid IP address (Alt-1 if in NCSA Telnet) in the node address field and the filename. Press
<F3> to save the report or <F6> to cancel the request.

53.1.49 Manpower Statistics.

This menu option alows the individual to enter their marthours for a daily, weekly, or monthly
basis. This function allows you to add and change the number of hours spent by an employee in
support of each work category. This function consists of two screens. The first screen displays the
direct mission areas and their performance factors. The system pre-populates ADAPCP Employee
ID and name and prompts you to enter the Manpower Utilization Period (Begin Date - End Date).
After parameter entry is complete and validated, the system will respond with either the “ADDING
RECORD” or “CHANGING RECORD”, whichever is pertinent. You must have alogin ID added in the
employee section or be a FA for this section to work correctly. You will only be able to add or
change manpower statistics associated with your SSN. If there are records that overlap the Begin
and End date range, then you are informed of the overlap and given the opportunity to delete the
existing records. Selection of this option from the “Patient Services Menu”, will display the
following screen.

Honpower Statistics <(Page I of 2) PCH: ZJY-838
* # % FOR DFFICIAL USE OHMLY — PRIVACY ACT DATA *

Employee 1D: Hame :
Begin Date: End Date:

DIRECT HISSIOHW PERFORHAHCE RHD PERFUHHﬂHEE FRACTOR
OIRECT HISSIOH AREAS  CRTEGOR OUAHTLTY
Biochemical Testing Drug Tests

Aleohaol = Tests
Frevention Education Drug Students

Alcohol Students
Treatment Drug Uisits

Rlcohel Visits

Staff Training Drug i Classes
Alcohol Classes
Program Evaluation Drug Assessments
Rleohal Hesessments
F3 = SAVE and Proceed to Hext Form: F6 = CRANCEL
» FOR OFFICIAL USE OHLY - PRIUACY ACT OATA

Figure 5.3-52. Manpower Statistics

Pressing <F3> will advance you to page 2 of the screen and <F6> will return you to the “Patient
ServicesMenu”.
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o5 iFage ¥ ¥y PBCH:- Eai-§am
_RECORD  « FOR OFFICIEL USE OHLY = PRIVACY &CT DATH &

Ceployee I0: 599110088 Hame: CALMIH HOBRS
Begin Date: §§97-18-18 End Date: 159710408

IROIRECT WOax CATEGORT PCAFDRMEHCE
| |M0IRECT unses CATESORIES HIRIR

Sugeruj gian B

Administration B
| Hemtings [

Seaif Trainings B
{ supply, etc B

OTHER TH&H 2ORPTF H1S5510H
Henprogrem Hissien Hanheur Duasbily: @

F3 = SRUE; FB-F4 = FRAEV FOAN; FE = CHMCEL
« FOR OFFICTAL USE QKLY - PRIUACY ACT OATA »

nter Emploges Indirect Bark Nashour Guankify

This screen displays the ADAPCP indirect work categories and the field for hours not associated
with the ADAPCP mission. You must enter al the datain the form. You can page back to the first
screen by pressing <F8/F4>. Nevertheless, when you finish entering the data, <F3> must be
pressed to save al of the data on both screens. Pressing <F3> will save the information on both
screens and will return you to a blank form so that you may process additional manpower records
information. Pressing <F6> will return you to the “Patient Services Menu” without saving your
input.

5.3.1.50 Biochemical Testing Menu.

This menu alows you to access those menus used for entering urinadlysis specimen testing
information, querying positive biochemical testing data and printing biochemical testing reports.
Selection of this option from the * Peacetime Menu” will produce the following screen.

Biochemical Testing
UHCLASSIFIED
Urinalysis Specimen Testing
Civilian Urinalysis Specimen Testing Henu

Biochemical Testing Query Henu
Biochemical Testing Report Henu
Hanpouer Statistics

Figure 5.3-53. Biochemica Testing Menu
53151 Military Urinalysis Specimen Testing Menu.

When you select this option from the “Biochemica Testing Menu,” the following screen will
appear.

Hilitary Data Format

>
1. Barcode
Z. Hanual

Figure 5.3-54. Military Data Format

To perform one of these functions, highlight the appropriate menu item and press <Enter>.
Follow the instructions that appear at the bottom of each screen.

53152 Barcode

This menu allows you to access those screens to scan barcoded military specimen data and to
enter and change military specimen data, information on military laboratory results, and military
MRO evaluation. Pressing option 1 from the “Military Data Format” screen will present the
following screen.
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2
3.

Scan Barcoded Hilitarg Specimen Data

Haintain Military Laboratory Results Data
Haintain Hilitary HRO Evaluation Data

5.3.1.53 Scan Barcoded Military Specimen Menu

This option accesses area where you can scan information associated with barcode. Pressing
option 1 from the “Military Specimen Menu” offers the following screen.

Barcode dabta buffer

53.1.54 Maintain Military Laboratory Results Data

This option allows you to add, change, or view laboratory urinalysis test results data associated
with a military urinalysis specimen and any associated pre-screening information that has been
entered. Selecting option 2 from “Military Specimen Menu” to present the following screen.

a FOE o |"_ 5E DALY - £ U z BEfH =
SAC: FLad C Dale Specimen Collested: |9RR-BA-2Y
fOoc-Batoh He: Lzb Code: Beturn Bake:

| Ha

an
Az
LE]
a4
Ak

| 86

[F3 = SHUE; 76 = CRMCEL « FOA DFFICIAL USE DALY - PRIVACY RLT DATE «

BEH  Aejest Acoession
Eooe Husbar

iber E-oharacber Daib ldesbidicalion Cote

Figure 5.3-55. Add/Change Military Specimen Data

UIC:

Date Specimen Collected:

Doc/Batch No:

Description
Press <F2> for choices for SAC. SAC is pre-populated and you can
not change it until you enter UIC.

Enter the UIC from the DD Form 2624 that identifies which unit
collected the specimens.

Enter the date the specimen(s) was collected or press <F2> for
choices for selection for past 60 days.

This number is determined as follows. If you had four DD Forms
2624 from the same unit that were prepared on the same day, then
the first DD Form 2624 would have a custody document number of
0001, the second DD Form 2624 would have a custody document
number of 0002 and so on.
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Lab Code: Enter the code for the lab where the specimens will be shipped or
press <F2> for choices for alist of codes.

Return Date: The date the spcimen(s) was returned.
53.155 Maintain Military MRO Evaluation Data

This option alows you to add, change, or view an MRO’s evaluation of positive urinalysis test
results. Select option 3 from “Military Specimen Menu” to present the following screen.

Haintaim Hilitary HRO Euvaluation Qata POH; ZJY-G14
+« FOR OFFICTAL USE OHLY - PRIVACY ACT DATA =
88H;: _ B Specimen Collection Dote; 1999-89-21
Custody Dooument Ho: Sequenoe Ho:
Service Area Code: Unit 10 Code:
Aeomipt Date: Evaluation Date!

Orug Type Prescreen Result Lab Resullt  MR0 Evaluation Code

F1 = SAUE: F& = COHCEL
+ MR OFFICIRAL USE OHLY - PAIUACY ACT DRTA =

Figure 5.3-56. Maintain Military MRO Evaluation Data

In order to pull in information regarding a positive urinalysis specimen so that MRO evaluation
data can be added to the DAMIS, the following key elements from the DD Form 2624 that were
previously entered must be entered:

SSN: Enter the SSN of the specimen that was identified as being positive.
Date Specimen Collected: Enter the date the specimen was collected or press <F2> for choices.
Custody Document Number:  Enter the Custody Document Number or press <F2> for choices.

At this point, the program will determine if information regarding that specimen exists. |If
information does exist, the screen will be populated with the information previously recorded

pertaining to this particular specimen. If the program does not find a match for this particular
specimen, you will see a message stating so.

Sequence Number: Enter the sequence number or press <F2> for choices.

SAC: Thisfield gets pre-populated.

Unit ID Code: Enter UIC or press <F2> for choices.

Evaluation Date: Enter the date of evaluation.

MRO Evaluation Code: Enter the MRO Evaluation code or press <F2> for selection.

If you receive the ‘MILITARY MRO - NOT FOUND’ message, check the data entered to make sure
that you entered all of the key fields correctly. If al of the data is entered correctly, then press
<F6> to return to the “Mil Urinalysis Specimen Testing Menu” and select item #2, Maintain
Military Laboratory Results Data. Enter the key fields from the DD Form 2624 into the,
“Maintain Military Laboratory Result Data’ screen. Verify that results data was entered for the
specimen. These results must be positive. If they were not entered (i.e., no information
populates the screen), proceed to enter the data at this time. Return to the “Maintain Military
MRO Evaluation Data” screen to enter the MRO Evaluation information.

5315 Manual

Selection of option 2 from the “Military Data Format” screen will present the following screen.
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pecimen Testing Henu

O

' als
Add-Change Hilitary Specimen Data

Haintain Hilitary Lahoratory Results Data
Haintain Hilitary HRO Evaluation Data

53.1.57 Add/ChangeMilitary Specimen Data

This option allows you to add/change urinalysis collection data using the DD Form 2624,
“Specimen Custody Document-Drug Testing”, as a source document. This function also allows
you to identify a quality assurance sample, the results of prescreen urinalysis testing, and
specimens shipped to a FTDTL. Selection of this option from the “Military Urinalysis Specimen
Testing Menu”, will present the following screen. Selection of option 1 from the “Mil Urinalysis
Specimen Testing Menu” will present the following screen.

+ % FOR EH"I"I!'.-!II. USE DRLY = PRIVACY ACT DATA =
Date Specimen Collected: |999-99-21
Status: DIH Ship Date:

Frescresn
Date

[ R T L [
P ot et ot o

2 BAVE; FB = CAHCEL # FOR OFFICIAL USE DHLY = PAL

nter b=character Unit I0 Code or FZ2 = Cholces

At this point, the program will validate the information you have just entered and determine whether
an entry aready exists in the DAMIS with the same identification. If no record currently exists
matching the data you have just entered, the heading at the top of the screen will indicate “ADDING
ReEcORD”. Proceed to fill in the remainder of the screen using the instructions below. If the
information you have just entered does match a record currently in the DAMIS, the heading at the
top of the screen will show “CHANGING RECORD”. Proceed to view or make any necessary changes
using the instructions bel ow.

The following are the instructions for entry number 01 on the DD Form 2624 and should be used
to complete all entries.

SSN:
Type Code:

Category:

IBTC Regj Code:

Pre-screen Date:

Enter the SSN of the first specimen collected.
Enter the type code for the type of test conducted or press <F2> for
choices.

Enter the category code that describes the rank category of the
individual being tested. Press <F2> for choices.

If the specimen was rejected for some reason by the IBTC, enter the
reject code that best describes why the specimen was rejected or
press <F2> for choices. This will give you a choice of OTSG or
DOD codes first and then will produce a list of specified codes of

that type.

If the specimen was pre-screened after it was received at the
ADAPCP, enter the date that pre-screen took place. If no pre-screen
has taken place, leave the field blank.
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D:

Q/A:

Shipment Date:

If pre-screening took place, enter the drug(s) pre-screened for in each
of the “D” categories. First “D” is pre-populated with “T”
(Marijuana). Second “D” is pre-populated with “C” (Cocaine).
Neither field can be changed. Third “D” is updateable with choices.

If pre-screening took place, enter the result(s) for each drug that was
pre-screened for in the “R” categories. First two “R” are pre-

populated with “N”(Neg) and have choice. Third “R” aso has
choice.

Enter the appropriate code to signify what type of sample the
specimen is.  Press <F2> for choices if you are unsure of your

Selection.
Enter the date the specimen was shipped to the lab.

Continue to fill in the data until al items on the screen have been filled in to match the DD Form
2624 that you were entering the information from. When you have completed filling in al the
information, press <F3> to save the data, or press <F6> to exit.

53158 Maintain

Military Laboratory Results Data

This option allows you to add, change, or view laboratory urinalysis test results data associated
with a military urinalysis specimen and any associated pre-screening information that has been

entered. Selection of
the following screen.

Reference paragraph

option 2 from the “Mil Urinalysis Specimen Testing Menu”M will present

Haintain Hilitary Laboratory Resul® Data PCH: ZJ
+ FOR OFFICTAL USC OMLY - PRIUACY ACT DATR =
UTE; Date Specimen Collected: 1999-89-210
Lab Code: Return Date;
5534 PBeject HAccession DFLOLODLDLD
Code Humber il R R R

2
F3 = SAWC; 6 = CAHCEL « FOR OFFICTAL USE OHLY - PRIVACY ACT DATA #
nter G-gharacter Unit Tdentification Code

5.3.1.55 for a description of this screen.

53.1.59 Maintain Military MRO Evaluation Data

This option alows you to add, change, or view an MRO’s evaluation of positive urinalysis test
results. Selection of option 3 from the “Mil Urinalysis Specimen Testing Menu”M will present

the following screen.
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Hasmtaim Hilitary HR0 Evaluakiod Dala PCH: ZJ¥=614
+ FORE DFFICIAL USE OHLY = PRIVACY ACT DATA =
55H: Specinen Collection Date: |999-88.-Z]
Euitﬂﬂﬂ Docurment Ho: ml‘lﬂﬂ HET e
Service Area Code: _ Unit ID Code:
Receipt Date: Evaluation Date:

Orug Type Prescreen Result Lab Besult HRO Evaluation Code

F3 = SAUE; F& = CRHCEL
= FOR DFFICIAL USE OHLY - PRIVACY ACT DATA =

Reference paragraph 5.3.1.56 for a description of this screen.
53.1.60 Civilian Urinalysis Specimen Testing Menu.

This function allows you to add, change or view information regarding civilian urinalysis
specimens. Selecting option #2 from the “Biochemical Testing Menu” will display the following
menu.

Hilitary Data Format
>

1. Barcode
Z. Hanual

Figure 5.3-57. Military Data Format

To perform one of these functions, highlight the appropriate menu item and press <Enter>.
Follow the instructions that appear at the bottom of each screen.

53.1.61 Barcode

This menu allows you to access those screens to scan barcoded military specimen data and to
enter and change military specimen data, information on military laboratory results, and military
MRO evaluation. Pressing option 1 from the “Military Data Format” screen will present the
following screen.

Hilitary Bar-iz- UA Specimen Henu

NCLAS 1ED
Scan Barcoded Hilitary Specimen Data
2. MHaintain Hilitary Laboratory Results Data
3. Haintain Hilitary HRDO Evaluation Data

53.1.62 Scan Barcoded Military Specimen Menu

This option accesses area where you can scan information associated with barcode. Pressing
option 1 from the “Military Specimen Menu” offers the following screen.

Barcode data buffer
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53.1.63 Maintain Military Laboratory Results Data

This option allows you to add, change, or view laboratory urinalysis test results data associated
with a military urinalysis specimen and any associated pre-screening information that has been
entered. Selecting option 2 from “Military Specimen Menu” to present the following screen.

Hainmtain Hilitary Labaratory Result bata PCH: ZJ¥-583

+# FOR OFFICIAL USC OHLY - PRIWACY ACT DATA =
SAC; FOB4 WG 2 i Date Specimen Collected: 1595-B0-2]1
Doc-Batch Ho: Lab Code; Aeturn Date:

i} Ho 8%H Apject FAooessiom OPLOLDLDLD
Coole Humber

FEEEEEEELE

L]

|F3 =

et E-character Unit ldentification Code

:

View paragraph 5.3.1.55 for a detailed description of this screen.
53.1.64 Maintain Military MRO Evaluation Data

This option allows you to add, change, or view an MRO’s evaluation of positive urinalysis test
results. Selection of option 3 from the “Mil Urinalysis Specimen Testing Menu”M will present
the following screen.

Hasmtaim Hilitary HR0 Evaluakiod Dala PCH: ZJ¥=614
+ FORE DFFICIAL USE OHLY = PRIVACY ACT DATA =
55H: Specinen Collection Date: |999-88.-Z]
Eustnﬂq Docurment Ho: wﬂ‘ﬂﬂﬂ Ha:
Service Area Code: Unit ID Code:
Receipt Date: Evaluation Date:

Orug Type Prescreen Result Lab Besult HRO Evaluation Code

F3 = SAUE; F& = CRHCEL
= FOR DFFICIAL USE OHLY - PRIVACY ACT DATA =

53165 Manual
Selecting this option from the “Military Data Format” will present the following screen.

Civ Urinalysis Specimen Testing
UNCLASSIFIED
Add. Change Civilian Specimen Data

Haintain Ciwvilian Laboratory Results Data
Haintain Civilian HRO Evaluation Data

Figure 5.3-58. Civilian Urinalysis Specimen Testing Menu
53.1.66 Add/Change Civilian Specimen Data.

This option alows you to add/change data recording the collection and identification of civilian
urinalysis specimens to the DAMIS. This also allows you to identify a quality assurance sample,
the results of prescreen urinalysis testing, and specimens shipped to a FTDTL. Selection of this
option from the “Civilian Urinalysis Specimen Testing Menu”, will present the following screen.
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bod-Change Civilian Specimen Oata FLH: fJV-BBZ
4 & FOR DFFICIAL USE OHLY - FRIVACY ACT DATA &
uie: . Date Specimen Collected: 1988-@1-B9
Lab Cods: Status: Ship Data:
584 Type Cat. I8TE Fresoreen hoR d-6
Code fAej Cose [Dake
e g EK H
e e (55 XX K
_ e = EE K
S &= S LK H
A — - cht S L4 K
e ooy B EX X
= fad e LK X
S = as ¢ LA K
= aE s = EE H
= iR =5 e LK X
= = i EKE K
1 — = i XX xEXKE¥EK K
Fd = SAUL; FE = CAMCEL = P08 FFICIAL USE QLY - FRIWVACY ACT O
Figure 5.3-59. Add/Change Civilian Specimen Data
Fdd Description
SAC: SAC will be pulled from information that was previously entered in
the Program Management Module. However, you can change the
SAC, after entering aUIC.
UIC: Enter the UIC from the DD Form 2624 that identifies which unit

Date Specimen Collected:

Custody Document Number:

Lab Code:

collected the specimens.

Enter the date the specimen(s) was collected or press <F2> for
choices.

This number is determined as follows. If you had four DD Forms
2624 from the same unit that were prepared on the same day, the first
DD Form 2624 would have a custody document number of 0001, the
second DD Form 2624 would have 0002, and so on.

Enter the code for the lab to where the specimens will be shipped or
press <F2> for choices for alist of codes.

At this point, the program will validate the information you have just entered and determine whether
an entry adready exists in the DAMIS with the same identification. If no record currently exists
matching the data you have just entered, the heading at the top of the screen will indicate “ADDING

RECORD”.

Proceed to fill in the remainder of the screen using the instructions below. If the information you
have just entered does match a record currently in the DAMIS, the heading at the top of the screen
will show “CHANGING RECORD”. Proceed to view or make any necessary changes following the
instructions below. The following are instructions for entry number 01 on the DD Form 2624 and
should be used to complete al twelve entries.

SSN:
Type Code:

Category:

IBTC Reg Code:

Enter the SSN of the first specimen collected.

Enter the type code for the type of test conducted or press <F2> for
choicesif you are unsure of your selection.

TDP Category - N isthe value to choose if the individua is not TDP.
Press <F2> for choices. CF & CN aso alow category values other
than N.

(Thisfidld is currently not in use). When thisfield isin use and if the
gpecimen was rejected for some reason by the IBTC, enter the reject
code that best describes why the specimen was regjected or press
<F2> for choices. This will give you a choice of OTSG or DOD
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codes first and then will produce a list of specified codes of that type.

Prescreen Date: Currently thisfield is not in use. When in use this information is not
filled in for civilians.
D/R: Currently this field is not in use. When in use Drug/Result fields are

not filled for civilians.

Q/A: Currently this field is not in use. When in use enter the appropriate
code here to signify what type of sample the specimen is or press
<F2> for choices.

Shipment Date: Enter the date the specimen was shipped to the lab.

Continue to fill in the data until al items on the screen have been filled in to match the DD Form
2624 that you were entering the information from. When you have completed filling in al the
information, press <F3> to save the data, or press <F6> to exit.

53.1.67 Maintain Civilian Laboratory Result Data.

This option allows you to add, change, or view laboratory urinalysis test results data associated
with a civilian urinalysis specimen and any associated prescreening information that ras been
entered. Selection of this option from the “Civilian Urinalysis Specimen Testing Menu”, will
present the following screen.

Haintain Civilian Lahoratory Result Data PCH: ZJY-683
# FOR OFFICIAL USE OHLY - PRIVACY ACT DATA =*
SAC: HG13 uIcC: Date Specimen Collected: 1998-81.89
Doc~Batch Ho: Labh Code: Return Date:

55N Reject HAccession
Code Number

Figure 5.3-60. Maintain Civilian Laboratory Result Data

The SAC is dready present. Enter the UIC, specimen collection date, and the custody document
number that matches the DD Form 2624 that has been received back from the lab with results
information contained on it. <F2> for choicesis available for UIC and specimen collection date.

Once you have entered these four “key” data elements, the system will determine whether
civilian specimen data aready exists in the DAMIS that matches the criteria entered. |If
specimen data does exist, the data relating to that criteria will populate the screen. If the systems
determine that specimen data does not exist for that criteria an error message will appear.

If you receive the ‘NO DATA FOUND” message, verify that you entered the four “key” data
elements correctly. If the four keys have been entered correctly, and you received the above
message, this means that civilian specimen data for that DD Form 2624 was never entered into
the DAMIS. Press <F6> to return to the “Civilian Urinalysis Specimen Testing Menu”. Select
item #1 from the menu and enter all the data regarding that DD Form 2624. Press <F3> to save
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the information.

Return to the “Maintain Civilian Laboratory Results Data’ screen and once the four key data
elements have been entered, proceed to enter the remaining results data for the DD Form 2624
using the following instructions.

SSN: The SSN for the entry number will appear on the screen.

Reect Code: If the lab rejected the specimen, enter the reglection code that matches
the reason the specimen was rejected. Press <F2> for choices.

Accession Number: Enter the lab accession number for the specimen.

D: Fill in the first drug that the lab tested. First Drug is pre-popul ated
with a “T”. Second drug is pre-populated with a “C”. Neither of
these can be changed.

PR: Leavethis category blank. User has no accessto thisfield.

LR: Enter the lab results information for the drug tested. Press <F2> for

choices. The default is“N”.

Continue to fill in the information regarding the drugs tested by the lab until you have covered
all drugs tested and their resullts.

Return Date: Enter the date the DD Form 2624 was returned from the lab.

Continue to fill in all information contained on the DD Form 2624 that was returned from the lab
until you have completed information regarding all entries. Press <F3> to save that data.

5.3.1.68 Maintain Civilian MRO Evaluation Data.

This gotion alows you to add, change, or view urinalysis test results MRO evaluation data
associated with a “civilian urinalysis specimen test result’. The data of the evaluation is also
entered. Selection of this option from the “Civilian Urinalysis Specimen Testing Menu”, will
present the following screen.

Haintain Civilian HRO Evaluation Data PCH: ZJY-bl14
# FOR OFFICIAL USE OHLY - PRIVACY ACT DATA #
S5N: Specimen Collection Date: 1998.81.-89
Custody Document Ho: Sequence Ho:
Service Area Code: Unit ID Code:
Receipt Date: Evaluation Date:

Drug Type Prescreen Result Lab Result HRO Evaluation Code

F3 = SAVE; F6 = CANCEL
# FOR OFFICIAL USE OHLY - PRIVACY ACT DATA =*

Figure5.3-61. Maintain Civilian MRO Evauation Data

In order to pull in information regarding a positive urinalysis specimen so that MRO evaluation
data can be added to the DAMIS, the following key elements from the DD Form 2624 that were
previously entered must be entered:

Fed Description
SSN: Enter the SSN of the specimen that was identified as being positive.
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Specimen Collection Date:  Enter the date the specimen was collected or press <F2> for choices.
Custody Document Number: Enter the custody document number or press <F2> for choices.

At this point the program will determine if information regarding that specimen exists. |If
information does exist, the screen will be populated with the information previously recorded
pertaining to this particular specimen. If the program does not find a match for this particular
specimen, you will see a message stating so.

If you receive the “CiviLIAN MRO NOT FOUND” message, check the data entered to make sure
that you entered all of the key fields correctly.

Sequence No: Enter the sequence number or press <F2> for choices.
Unit ID Code: Enter UIC or press <F2> for choices.

Receipt Date: This field is pre-popul ated.

Evaluation Date: Enter the evaluation date.

MRO Evauation Code: Press <F2> for choices.

If you have entered all of the data correctly, then press <F6> to return to the “Civilian Urinalysis
Specimen Testing Menu” and select item #2, “Maintain Civilian Laboratory Results Data’. Enter
the key fields from the DD Form 2624 into the, “Maintain Civilian Laboratory Result Data’
screen. Verify that results data was entered for the specimen. If they were not entered (i.e., no
information populates the screen), proceed to enter that data at this time. Return to the “Maintain
Civilian MRO Evauation Data” screen to enter the MRO Evaluation information.

5.3.1.69 Biochemical Testing Query Menu.

This menu alows you to perform queries for positive military and civilian urinalysis results data.
Selection of this option from the “Biochemica Testing Menu”, will present the following screen.

Ouery for Positive Hilitary Laboratory Urinalysis Results Data
Query for Positive Civilian Laboratory Urinalysis Results Data

Figure 5.3-62. Biochemica Testing Query Menu
53.1.70 Query for Postive Military Prescreen Urinalysis Results Data.

This option displays information identifying all specimens for individuals in the military service
that have tested positive during prescreening for the reporting period specified by you. To
perform a query on positive military pre-screen urinalysis results data, select menu item #1 and
press <Enter>. This will display the following screen.

Prescreen Urinalysis

Begin Date: End Date:

F3 = SAUE to query; F6 = Cancel

Figure 5.3-63. Positive Military Prescreen Urindysis Data

To determine whether or not specimen collection dates for positive military prescreen urinalysis test
results data exist for a reporting period, enter the beginning and the ending report dates at the screen
prompt. The system will determine whether any specimen collection dates exists for that reporting
period. If not, the system will display a message indicating that no specimen dates for positive

552



Version 11.00 AISM 25 P6A -AVM -A1 X-SUM 01 December 1999

military prescreen urinalysis test results exist for that reporting period. Press <F3> to query or <F6>
to cancel.

53.1.71 Query for Positive Military Laboratory Urinalysis Results Data.

This option displays information identifying al specimens for individuas in the military that have
tested positive during FTDTL testing for the reporting period specified by you. To perform a query
on positive military laboratory urinalysis results data, select menu item #2 and press<Enter>. This
will display the following screen.

Positive Hilitary Laboratory Urinalysis

Begin Date: End Date:

F3 = SAVE to query; Fb = Cancel

Figure 5.3-64. Positive Military Laboratory Urinalysis Data

To determine whether or not specimen collection dates for positive military laboratory urinalysis
results data exist for a reporting period, enter the beginning report date and the ending report date
at the screen prompt. The system will determine whether any specimen collection dates exist for
that reporting period. If there are no data for that reporting period, the system will display a
message indicating that no specimen dates for positive military laboratory urinalysis results data
exist for that reporting period. Press <F3> to query or <F6> to cancel.

53172 Query for Pogtive Civilian Laboratory Urinalyss Results Data.

This option displays information identifying all specimens for civilians that have tested positive
for the reporting period specified by you. To perform a query on positive civilian laboratory
urinalysis results data, select menu item #3 and press <Enter>. This will display the following
screen.

Positive Civilian Laboratory Urinalysis

Begin Date: End Date:

F3 = SAVE to query; F6 = CAHCEL

Figure 5.3-65. Positive Civilian Laboratory Urinalysis Data

To determine whether or not specimen collection dates for postive civilian laboratory urinalysis
results data exist for a reporting period, enter the beginning and the ending report dates at the screen
prompt. The system will determine whether or not any specimen collection dates exist for that
reporting period. |If there are no data for that reporting period, the system will display a message
indicating that no specimen dates for positive civilian laboratory urinalysis results data exist for that
reporting period. Press <F3> to query or <F6> to cancdl.

5.3.1.73 Biochemical Testing Report Menu.

This menu alows you to run hard copy reports on existing biochemica testing information.
Selection of this option from the “Biochemical Testing Menu”, will present the following screen.
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Biochemical Testing Report Henu
UNCLASSIFIED
Print Hilitary Laboratory Urinalysis Test Results Report
Print Civilian Laboratory Urinalysis Test Results Report
Print Individual Hilitary Urinalysis Testing Report

—

Print Individual Civilian Urinalysis Testing Report
Print Confirmation Rate Report

Print Rejection Rate Report

Print Hilitary Previous Positives Report

Print Civilian Previous Positives Report

00 =1 OO E L DD

Figure 5.3-66. Biochemica Testing Report Menu
53.1.74 Print Commander Prescreen Urinalysis Test Results Report.

This report documents information identifying al military specimens provided for urinalysis
testing and the prescreen results or regjection reason for each specimen tested for the reporting
period specified by you. Selection of this option from the “Biochemical Testing Report Menu”
will display the following screen.

Lommander Frescrean Urinaly
Begin Date: _ End Date:
UIC:

F8-F1 = PRINT; FA-FZ = UIEU; F& = CAHCCL

Figure 5.3-67. Commander Prescreen Urinalysis Report

To print a report that will document information identifying all military specimens provided for
urinalysis testing and the pre-screen results or reection reason for each specimen tested for a
reporting period, enter the beginning and the ending report dates at the screen prompt. Y ou can also
enter a UIC to print the report for a specific unit. The system will determine if data meeting the
criteria exists and print the report. If there is no data meeting the criteria specified, the system will
display a message indicating the “ Commander Prescreen Urinalysis Test Results Report” can not be
printed.

53.1.75 Print Military Laboratory Urinalysis Test Results Report.

This report documents information identifying all specimens shipped to aFTDTL and confirms the
laboratory urinalysis testing results or rejection of the specimen. Selection of this option from the
“Biochemical Testing Report Menu” will display the following screen.

Hilitary Laboratory Urinalysis Report
Begin Date: |

UlC:
FB+F1 = PRINT; FB~F2 = UIEM: FB = CANCEL

Figure 5.3-68. Military Laboratory Urinalysis Report

To print a report that documents information identifying all specimens shipped to a FTDTL and
confirms the laboratory urinalysis testing results or rgection of the specimens for a reporting period,
enter the beginning and the ending report dates at the screen prompt.  You can aso enter aUIC to
print the report for a specific unit. The system will determine if data meeting the criteria exists and
print the report. If there is no data meeting the criteria specified, the system will display a message
indicating the “Military Laboratory Urinalysis Test Results Report” can not be printed.

53.1.76  Print Civilian Laboratory Urinalysis Test Results Report.
This report documents information identifying all specimens shipped to a FTDTL and confirms
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the laboratory urinalysis testing results or rejection of the specimen. Selection of this option
from the “Biochemical Testing Report Menu” will display the following screen.

Civilian Laboratory Urinaly

Begin Date: End Date:

ure:
Fa-F1 = PRINT; FB-F2 = WIEU; F& = CANCEL

Figure 5.3-69. Civilian Laboratory Urinalysis Report

To print a report that documents information identifying all specimens shipped to a FTDTL and
confirms the laboratory urinalysis testing results or rglection of the specimens for a reporting period,
enter the beginning and the ending report dates at the screen prompt.  You can also enter aUIC to
print the report for a specific unit. The system will determine if data meeting the criteria exists and
print the report. If thereis no data meeting the criteria specified, the system will display a message
indicating the “Civilian Laboratory Urinalysis Test Results Report” can not be printed.

5.3.1.77 Print Individual Military Urinalysis Testing Report.

This report documents information identifying an individud’s drug testing data for one specimen
collection date. Select this option from the “Biochemical Testing Report Menu” to display the
following screen.

Individual Hilitary Urinalysis Report

Individual ID0:

Specimen Collection Date:

F8-F1 = PRINT; F&-F2Z = VIEM; F6 = CAHCEL

Figure 5.3-70. Individual Military Urinalysis Report

To print areport of an individua military urinalysis test, enter the Individual 1D and the Specimen
Collection Date at the screen prompt. The system will determine if data meeting the criteria exists
and print the report on the individua. If there is no data meeting the criteria specified, the system
will display a message indicating the “Individua Military Urinalysis Testing Report” can not be
printed.

53.1.78 Print Individual Civilian Urinalysis Testing Report.

This report documents information identifying an individual’s drug testing data for one specimen
collection date. Select this option from the “Biochemical Testing Report Menu” to display the
following screen.

Individual Civilian Urinalysis Report

Individual ID:

Specimen Collection Date:

F8-F1 = PRINT; F8-F2 = VUIEW; F6 = CANHCEL

Figure5.3-71. Individud Civilian Urindysis Testing Report

To print areport of an individua civilian urinalysis test, enter the Individua 1D and the Specimen
Collection Date at the screen prompt. The system will determine if data meeting the criteria exists
and print the report on the individua. If there is no data meeting the criteria specified, the system
will display a message indicating the “Individua Civilian Urinalysis Testing Report” can not be
printed.

53.1.79 Print Confirmation Rate Report.
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This report provides ADAPCP personndl with statistical information regarding the number of
gpecimens, whose prescreen test results are confirmed by the FTDTL. The report documents
information identifying all specimens shipped to a FTDTL during a designated period and
confirmation or non-confirmation of the laboratory urinalysis testing results. Selection of this
option from the “Biochemical Testing Report Menu” will display the following screen.

Confirmation Rate Report

Begin Date: End Date:

F8-F1 = PRINT; F8-F2 = UIEJ; F6 = CRANCEL

Figure 5.3-72. Confirmation Rate Report

To print a report that will show statistical information regarding the number of specimens whose
prescreen test results were confirmed by the FTDTL for areporting period, enter the beginning and
the ending report dates at the screen prompt. The system will determine if data meeting the criteria
exists and print the report. If there is no data meeting the criteria specified, the system will display a
message indicating the “ Confirmation Rate Report” can not be printed.

53.1.80 Print Rgection Rate Report.

This report provides ADAPCP personne with satistical information regarding the number of
specimens that were regjected and not tested by a FTDTL. Sdection of this option from the
“Biochemical Testing Report Menu™ will display the following screen.

Re jection Rate Report

Begin Date: End Date:

F8-F1 = PRINT; F8-F2 = VIEU; F6 = CAHCEL

Figure 5.3-73. Rgection Rate Report

To print areport that will show statistical information regarding the number of specimens thet were
rejected and not tested by the FTDTL for a reporting period, enter the beginning and the ending
report dates at the screen prompt. The system will determine if data meeting the criteria exists and
print the report. If there is no data meeting the criteria specified, the system will display a message
indicating the “Rejection Rate Report can not be printed.

53181 Print Military Previous Positives Report.

This report provides information regarding individuals who have tested positive more than once.
Selection of this option from the “Biochemical Testing Report Menu” will display the following
screen.

Previous Positives Report 1

Begin Date: End Date:

F8/F1 = Print; F8-F2 = Uiew; F6 = CANCEL

Figure 5.3-74. Military Previous Positives Report

To print areport that will show statistical information regarding the number of specimens that were
rejected and not tested by the FTDTL for a reporting period, enter the beginning and the ending
report dates at the screen prompt. The system will determine if data meeting the criteria exists and
print the report. If there is no data meeting the criteria specified, the system will display a message
indicating the report can not be printed.
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53.1.82 Print Civilian Previous Postive Report.

This report provides information regarding individuals who have tested positive more than once.
Selection of this option from the “Biochemica Testing Report Menu” will display the following
screen.

Civilian Previous Positives Report 1

Begin Date: End Date:

F8-F1 = Print; FB8/F2 = View; F6 = CANCEL

Figure 5.3-75. Civilian Previous Positive Report

To print one of these reports, select the appropriate item and press <Enter>. Follow the instructions
that appear at the bottom of each screen. Enter the requested data and press <F8/F1> to print the
report or <F8/F2> to view the report. Pressing <F6> will cancel the operation.

53.1.83 Manpower Statigtics.
Refer to Paragraph 5.3.1.49 for more detalls.
53.1.84 Education Menu.

This menu alows you to track the education classes. It is designed for capturing and maintaining
identification and quantitative data about the drug and alcohol classes being taught by the
installation ADAPCP. It is dso used to track and maintain data on counselor internship,
certification, and training. The system provides severa reports that identify counselors that are not
yet certified and a counselor’s course status or re-certification dates, and UADC education and
certification. Selection of this option from the * Peacetime Menu” will present the following screen.

Education Henu
UNCLASSIFIED
Prevention Education Schedule Henu

ADAPCP Academy of Health Sciences Course Henu
UADC Education Development Henu
Hanpouer Statistics

Figure 5.3-76. Education Menu
53.1.85 Prevention Education Schedule Menu.

This menu allows you to access those screens used for entering, changing, and deleting education
class data and to print education reports. To perform prevention education scheduling functions,
select menu item #1 from the “Education Menu” and press<Enter>. The “Prevention Education
Schedule Menu” will appear.

Prevention Education Schedule Henu
UHCLASSIFIED
AddChange Education Class Data
Delete Education Class Data

Prevention Education Report Henu
Add-Change ADAPT Course Information
Delete ADAPT Course Information
Add-Change ADAPT Follou Up Report

Figure 5.3-77. Prevention Education Schedule Menu
53.1.86 Add/Change Education Class Data.
This option allows you to add, change or view education class data. This datais used to track the
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classes taught by the ADAPCP. To add or change prevention education class data, select menu
item #1 from the “Prevention Education Schedule Menu” and press <Enter>. The following

screen will appear.

ADAPCP Coordinator 1D:
ADAPCP Coordinabter Hame:
Scheduled Date:

Instrucktar Mame:

; Add Change Education Class Oata PCH: ZJV-7BZ
* + 4+ FOR OFFICTAL USE OHLY = PRTWACY ACT DATA =

Scheduled Time; Class Type:

uic:

Class Ouration :

Class Location:

Ho of Students:

Contact Person:

Contact Phone Ho:

CAKCEL

F3 = GAVE; FB =
% FOR OFFICIAL USE OHLY - PRIUACY ACT DATA *

Figure 5.3-78. Add/Change Education Class Data

Fdd
ADAPCP Coordinator ID:

Scheduled Date;

Scheduled Time:

Description

Enter the SSN of the coordinator who will be coordinating the class
or press <F2> for choices.

Enter the date the class is scheduled or press <F2> for choices for
Selection.

Enter the time, in military hours, that the class is scheduled e.g., 0900
or press <F2> for choices for selection.

At this point, the system has validated the data you entered and determined whether any entries
already exist matching that criteria. If the system found no entry existing that matched the data just
entered, the heading of the “Add/Change Education Class Data’ screen will indicate this by
displaying the message “ADDING RECORD” on the top line. Proceed to fill in the remainder of the
screen using the ingtructions below. If the information you have just entered does match a record
currently in the DAMIS-FS, the heading at the top of the screen will show “CHANGING RECORD”.
Proceed to view or make any necessary changes following the instructions below.

Class Type:

Instructor Name:

UIC:

Class Duration:

No of Students:

Class Locetion:
Contact Person:

Contact Phone No:

Enter the class type that represents the type of class being taught on
that day or press <F2> for choices.

Enter the instructor’s name or press <F2> for choices. Y ou may enter
anamethat is not currently on choicesligt.

Enter the UIC of the persons being educated or press <F2> for
choices.

Enter in the hours and the minutes of the anticipated length of the
class. Thismust be greater than O.

Enter the number of students scheduled to attend the class. This must
be greater than O.

Enter the location where the class will be held.

Enter the name of the person whom should be contacted regarding
any questions about the course.

Enter the phone number of the contact person.

Pressing <F3> will save the data in the form and return you to the “Prevention Education

5-58



Version 11.00 AISM 25 P6A -AVM -A1 X-SUM 01 December 1999

Schedule Menu” and <F6> will return you to the “Prevention Education Menu” without saving
your input.

5.3.1.87 Delete Education ClassData.

This function alows you to delete education class scheduling and attendarce data that has
previously been entered. To delete prevention education class data, select menu item #2 from

the “Prevention Education Schedule Menu” and press <Enter>. The “Delete Education Data--
Display All” screen will appear.

This screen shows a list of all the currently available data on education classes. To delete an
entry, move the cursor to highlight the appropriate item and press <Enter>. The following screen
will appear with the detailed information to be deleted.
Delete Education Class Data PCH: Z2JY-7BZ
# FOR OFFICIAL USE ONLY - PRIVACY ACT DATA =
ADAPCP Instructor ID: BBBBA1821 Scheduled Date: 1993-12-31
Scheduled Time: 1388 Class Type: AB

Class Duration : 1 hr 18 min No of Students: 1

ADAPCP Instructor Hame: TEST EHLPRPA BLAHK UIC: H I

Class Location: IHDIRHA
Contact Person: HR. HELSON
Contact Phone Ho: (317) 234-4325

F3 = SAVE to delete; Fb6 = CAHNCEL to abort
# FOR OFFICIAL USE OHLY - PRIVACY ACT DATA *

Figure 5.3-79. Delete Education Class Data

Press <F3> to continue with the deletion, or press <F6> to abort to cancel the operation. If you
press <F3>, a delete confirmation screen will appear.

Oelete Education Data Confirmation

Deleted item will be permanently removed from the database.
Are you certain you uish to delete?

Uhen Adding-Changing-Deleting Education Class Data the system
updates information on the "Resource and Performance Report (RAPRD,
Section T1I, Hilitary-Civiliam Education and Training.” [Inforsation
15 updated on lines 1 through 4 and line & based on the class type

Information associated with line 5, "Aleohel Drug Prevention Training
(ADAPTY" is updated through the "RAdd-Change<Oelete AOAPT Course
Information” fumction.

RETURH to proceed with delete; F6 = CANCEL to akort

You still have the option at this point to abort the delete and return to the menu. If you press
<Enter> the class will be deleted. Press <F6> to abort and return without deleting the class.

53.1.88 Prevention Education Report Menu.

This menu allows you to access those screens used for printing both future and past prevention
education reports. To print existing prevention education reports, select menu item #3 from the
“Prevention Education Schedule Menu” and press <Enter>. The “Prevention Education Report

Menu” will appesar.
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Prevention Education Report Henu
UHCLASSIFIED
Print Future Education Report by Class Type
Print Future Education Report by Instructor

—

Print Future ADAPT Report

Print Past Education Report by Class UIC
Print Past Education Report by Class Type
Print Past Education Report hy Instructor
Print Past ADAPT Report

0=~ n N L)

Figure 5.3-80. Prevention Education Report Menu
53.1.89 Print Future Education Report by Class UIC.

To print a report listing al instalation ADAPCP classes scheduled for a particular UIC for a
reporting period, enter the beginning and the ending report dates at the screen prompt. The system
will determine if data exist, meeting the criteria and print the report. If there are no data meeting the
criteria specified, the system will display a message indicating the “Future Education Report by
Class UIC” can not be printed.

53.1.90 Print Future Education Report by Class Type.

To print a report listing al the types of installation ADAPCP classes scheduled for a reporting
period, enter the beginning and the ending report dates at e screen prompt. The system will
determine if data exist, meeting the criteria and print the report. If there are no data meeting the
criteria specified, the system will display a message indicating the “Future Education Report by
Class Type” can not be printed.

53.1.91 Print Future Education Report by Instructor.

To print a report listing all the types of installation ADAPCP classes scheduled for a reporting
period, enter the beginning and the ending report dates a the screen prompt. The system will
determine if data exist, meeting the criteria and print the report. If there are no data meeting the
criteria specified, the system will display a message indicating the “Future Education Report by
Instructor” can not be printed.

531.92 Print Future ADAPT Report.

When this option is selected from the “prevention Education Report Menu”, the ADAPT Course
Sdlection List is generated. This list is a multiple mark menu containing al begin date, end date,
adapt ID, and location combinations that exist in the future. A future course is one which has its
begin date in the future.

ADAPT Course Selection List

19898212 1989-62/12 1 0
19898212 1989-82/12

P
19968181 19968131 TTIRTIRTOI
1997,81,81 1997-81/31 RSOF

19978281 19978228 EUTTUETE
1997,86-81 19978638 YHCA
19978681 19978638 YHCA
1997,86-81 19978638 RTRTRT
19978681 19978638 FRIRFAX, VA

Press <F2> to mark the course list that you want to print and press <F8/F1> to print or <F8/F2>to
view the report. Pressing <F8/F1> will display the print destination screen.
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Print Destination (v. 2.82)
Humber of Copies: B1

Printer Class: LASER PRINTER
Printer Hame: laser_132

F3 = SAVE to print; F6 = CANCEL

Enter the number of copies, the printer class, and the printer name. Press <F3> to print or <F6>to
cancel.

53.1.93 Print Past Education Report by ClassUIC.

To print a report listing al installation ADAPCP classes scheduled for a particular UIC for a
reporting period, enter the beginning report date and the ending report date at the screen prompt.
The system will determine if data exist, meeting the criteriaand print the report. 1f there are no data
meeting the criteria specified, the system will display a message indicating the “Past Education
Report by Class UIC” can not be printed.

53.1.94 Print Past Education Report by Class Type.

To print a report listing al the types of installation ADAPCP classes that were scheduled for a
particular reporting period, enter the beginning report date and the ending report date at the screen
prompt. The system will determine if data exist, meeting the criteria and print the report. If there
are no data meeting the criteria specified, the system will display a message indicating the “Past
Education Report by Class Type” can not be printed.

53.1.95 Print Past Education Report by Instructor.

To print a report listing all the types of installation ADAPCP classes scheduled for a reporting
period, enter the beginning report date and the ending report date at the screen prompt. The system
will determine if data exist, meeting the criteria and print the report. If there is no data meeting the
criteria specified, the system will display a message indicating the “Past Education Report by
Instructor” can not be printed.

53196 Print Past ADAPT Report.

When this option is selected from the “prevention Education Report Menu”, the ADAPT Course
Selection List is generated. This list is a multiple mark menu containing al begin date, end date,
adapt 1D, and location combinations that exist in the past. A future course is one which has its

begin date in the past.

ROAPT Course Selection List

19858212 [0E9-B2-12

1989-82-12 1989-82-12

198681781 199:-81-31 1 TTIRTIRTOI
1987.-81.-80 [997-81-31 1 ASDF
19978201 1997 82-28 1 EMTTUETE
19978601 1997-B6-38 1 YHCA
199786701 1097-B6-38 2 YHCA
19978601 1097-B6-38 3 RTRTRT

1997-86-01 1997-86-38 4 FAIAFAX, UA

Press <F2> to mark the course list that you want to print and press <F8/F1> to print or <F8/F2>to
view thereport. Pressing <F8/F1> will display the print destination screen.

Enter the number of copies, the printer class, and the printer name. Press <F3> to print or <F6>to
cancel.

To print one of the above prevention education reports, except ADAPT report, select the appropriate
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menu item and press <Enter>. Follow the instructions at the bottom of the screen for the selected
report.

Education Report Date

Begin Date: End Date:

F8-F1 = PRINT; FB8-F2 = VUIEW; F6 = CANCEL

Press <F8/F1> to print or <F8/F2> to view or <F6> to cancdl.
53197 Add/Change ADAPT CourseInformation.

Selection of this option from the “Prevention Education Schedule Menu” will display the following
screen.

ADAPT A/C Course Information (Page 1.2)
* « % FOR OFFICIAL USE OHLY - PRIUACY ACT DATA

ADAPT Information
Begin Date: End Date: ADAPT ID: _
Location:

Duration
Course Hame Date Hrs Hin
Session 1

Instructor Hame Instr SSH

Course Hame Date
Session

Instructor Hame Instr SSH

F3 = S5AUE to continue; F6 = CAHCEL
# FOR OFFICIAL USE OHLY - PRIUVACY ACT DATA =*

Figure 5.3-81. Add/Change ADAPT Course Information

Enter the Begin Date, End Date and other fields that the system prompts and press <F3> to
continue. Thiswill display the following screen.

“AOAFT - Adding-Changing Students

When the user adds, changes or deletes student ilnformation in the
"HDAPT Course Information” section, the system updates information on
the "Resource and Performance Report, Section II1 HilitarysCiviliam
Education and Trainimg,” Line 5. I[nformation associated with lines
1 through 4 and 6 is updated through the "HddsThangesDelete Education
Class Data" functions.

Enter to Continue; FE = Cancel

Press <Enter> to continue or <F6> to cancel the operation. Pressing <Enter> will take you to
page 2 of Add/Change ADAPT Course Information Screen.
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ADAPT A-/C Course Information (Page 2-2)

#_CHANGING RECORD # + FOR OFFICIAL USE OHLY - PRIVACY ACT DATA #

ADAPT Information
Begin Date: 1996-81-81 End Date: 1996-81-31 ADAPT ID: _1
Location: TTIRTIRTOI

Pay Pay Course
Name k Plan Level S5N Unit RAttendance
ETTTTTTTITIT 455445555 UAWAD

SAVE to continue; Fb6 = CANCEL
F8-F4 = PREV PAGE
# FOR OFFICIAL USE ONHLY - PRIVACY ACT DATA =*

Press <F3> to continue or <F6> to cancel or <F8/F4> to go to previous page to make any changes.
53.1.98 Deete ADAPT Courselnformation.

Selection of this option from the “Prevention Education Schedule Menu” will display the following
screen.

RORPT Delebe Course - Disgplay A

LS HEAE OF2AAE 1
182128 1 96R-82-12

1968180 1996-8]-3) TIRTIATOI
15978181 19978131 1 REDF
15978281 19978228 1| EUTTWETE
I1FI7-86-B0 19978638 | THOCR
1997-86-80 1997-86-38 & THCR

1897 M6-B1 19978838 3 RTATAT
199770680 10978678 4 FRIRFAK, UR

Figure5.3-82. Delete ADAPT Course Information
Highlight your selection and press <Enter>. The following screen will appear.

ROAFT CLASS DELETIOR

Umen the wser is Adding Changing-Deleting Education Class Data,
the systewm updates information on the “Resource and Performance
Report (ARPAD, Section 101, HilitargTivilian Education and
Training.” Information is updated om lines 1 throwgh 4 and line
& based on the “Class Tupse, ©

Information associated with line B “Alochol <Druy Prevestion
Training {AORPT}" is updaied throwgh the “RAdd-Change-Delete RDAPT
Course Information™ function,

RETIAH £o cont inue

Press <Enter> to continue. Following delete confirmation screen will appear.

Delete; 1006/BL/B] 10068131 |

Above item will be permanently removed from the database.

Oo you wish to delete the above item® _

F3 = SAVE to commit work: FB = CRHCEL

Press <F3> to commit work or <F6> to cancel the delete operation.

53199 Add/Change ADAPT Follow Up Report.

Selection of this option from the “ Prevention Education Schedule Menu” will display the following
screen.
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ADAPT Follow-Up Aegort
# * % FOR OFFICTAL USE OHLY - PRIUACY ACT DATA =

ADRPT Information
Begin Date: End Date: ADAPT [D: __
Location

Comaender-Superuisor
Appraisal of Fallou=Up
S5H Unit Conduct Perf Retent

3 = SAVE to continue; FB = CAHCEL
# FOR OFFICIAL WSE DHLY - PRIVACY ACT DATA =

Figure 5.3-83. Add/Change ADAPT Follow Up Report

Enter the fields that the system prompts and press <F3> to continue. The following screen will
appear.

ADAPT - View/Print Follou-Up Report
>1. View ADAPT Follow-Up Report

2. Print ADAPT Follou-Up Report

Y ou have the option to either view or print the follow- up report.
5.3.1.100 ADAPCP Academy of Health Science Course Menu.
Selection of this option from the “ Education Menu” will display the following screen.

of Health S5c. Course Henu
UHCLASSIFIED

»1. HADAPCP Academy of Health Sciences Course Haintenance
2. Print ADAPCP Academy of Health Sciences Courses Report

Figure 5.3-84. ADAPCP Academy of Health Science Course Menu
53.1.101 ADAPCP Academy of Health Sciences Cour se M aintenance.

This option allows you to add or change information regarding health sciences courses taken by
each ADAPCP employee. To enter or change information on a counselor’'s ADAPCP Academy of
Hedlth Sciences courses, select item #1 from the “ADAPCP Academy of Health Science Course
Menu” and press<Enter>. The “Academy Health Sciences Course Data’ screen will appear.

ACADEHY Health Sciences Course Data PCH: ZJY-713
* # % FOR OFFICIAL USE OHLY - PRIVACY ACT DATA #

S5N: Hame:
Position
Code Course Date Course Code and Course Hame

F. Alcohol and Drug Control Officer Course
H. Education Coordinator Course
J. United States Army Drug and Alcohol Team Training

F3 = SAUE; F& = CANCEL
# FOR OFFICIAL USE OHLY - PRIVACY ACT DATA =*

Figure 5.3-85. Academy of Health Sciences Course Maintenance

Fed Description
SSN: Enter the SSN of the ADAPCP Employee whose data you are

maintaining or press <F2> for choices.
Once the employee identification is properly recorded in the DAMIS, the system will indicate
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whether or not the information regarding Health Sciences Course Maintenance is being added or
changed by the message displayed in the upper left of the form.

Name: The name of the ADAPCP Employee will get populated.

For each course listed on the screen that is applicable to the employee identified by the SSN that
was entered, use the following instructions.

Position Code: Enter the position code that signifies the type of position held by the
employee or press <F2> for choices.
Course Date: Enter the date that the course will be taken.

Once you have completed entering the data, press <F3> to save the data.
5.3.1.102 Print ADAPCP Academy of Health Sciences Cour ses Report.

If you select item #2 from the “ADAPCP Academy of Hedth Science Course Menu” and press
<Enter>, the following screen will appear.

ADAPCP Academy of Health Sciences Course
k% k%

The ADAPCP Academy of Health Sciences Course
Report is a hard copy of report which provides

information about AHS courses completed or
scheduled to be taken by ADAPCP employees.

F8-F1 = PRINT; F8-F2 = VIEW; Fb6 = CANCEL
¥ OFFICIAL USE OHLY - PRIVACY ACT DATA =

Figure 5.3-86. Academy of Health Sciences Courses Report
Press <F8/F1> to print or <F8/F2> to view or <F6> to cancdl.
5.3.1.103 UADC Education Development Menu.

This menu alows you to access those screens used for entering, changing, deleting, and printing
UADC certification and training data. Y ou can also access the menu used for viewing and printing
UADC education reports. To enter, change, or print UADC certification and training data, select
menu item #3 from the “Education Menu” and press <Enter>. The following screen will appear.

UADC Education Devel opment Henu
UMCLASSIFIED
>1. Add-sChange UAODC Certification and Training

2. Delete and Print UADC Certification and Training Data
3. UADC Education Report Henu

Figure 5.3-87. UADC Education Development Menu
5.3.1.104 Add/Change UADC Certification and Training Data.

This option alows you to add or change information on UADC certification and training. To
enter or change information on UADC certification and training, select menu item #1 from the
“UADC Education Development Menu” and press <Enter>. The “UADC Certification and
Training Data’ screen will appear.
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UADC Certification and Training Data PCH: ZJY-718
* # * FOR OFFICIAL USE OHMLY - PRIVACY ACT DATA

SSN: Unit ID Code:
Individual Hame:

Completion Date: Certification Date:
Background Check Indicator: H Orders Received Indicator: H
Status Code: P Uork Phone Humber:

Hilitary Personnel Class Code: _ Individual Rank: _

Civilian Pay Plan: Pay Grade:
Recertification Date 1: Orders Received-Updated
Recertification Date 2: Orders Received-Updated
Recertification Date 3: Orders Received- Updated
Recertification Date 4: Orders Received-Updated
Recertification Date 5: Orders Received-Updated
Recertification Date 6: Orders Received-Updated

F3 = SAVE; F6 = CANCEL
Figure 5.3-88. Add/Change UADC Certification and Training Data

Enter the SSN of the UADC. Once you enter this data, the system determines whether an
identification entry already exists in the DAMIS for that SSN. If there is not an existing record
for that SSN, then the screen will indicate this in its heading line with the message “ADDING
RecorD” and the form will display blank fields. If arecord does exist with that identifier, then
the screen will indicate this in its heading line with the message “CHANGING RECORD” and the
form will populate with the existing data. You may proceed to add/change the record as
required. The system will perform data validation throughout the entire process. Press <F2> for
choices if you are unsure of what to enter. Pressing <F3> will save your entry and leave you in
the form to add or change another counselor UADC Certification and Training Data record.

Pressing <F6> will return you to the “UADC Education Development Menu” without saving any
of your input in the form.

5.3.1.105 Delete and Print UADC Certification and Training Data.

This option alows you to delete information on UADC certification and training. To delete and
print information on UADC certification and training, select menu item #2 from the “UADC
Education Development Menu” and press <Enter>. The following screen will appear.

Delete - URADC - Certification & Training PCH: ZJY-718
% FOR OFFICIAL USE ONLY - PRIVACY ACT DATA #*

Social Security Number: Unit ID Code:
Individual Hame:

Completion Date: Certification Date:

Background Check Indicator: _ Orders Received Indicator: _
Status Code: _ Work Phone Number:

Civilian Grade Code: Hilitary Personnel Class Code: _
Individual Rank: _

Recertification Date 1: Orders Received-/Updated
Recertification Date 2: Orders Received-Updated
Recertification Date 3: Orders Received-sUpdated
Recertification Date 4: Orders Received-sUpdated
Recertification Date 5: Orders Received-/Updated

Recertification Date Orders Received-sUpdated

F3 = SAUE to delete; F6 = CAHCEL
# FOR OFFICIAL USE OHLY - PRIVACY ACT DATA #*

Figure 5.3-89. Ddete and Print UADC Certification and Training Data

Enter the SSN of the UADC to be identified. Once you enter this data, the system determines
whether or not an identification entry aready exists in the DAMIS for that SSN. If an entry exists
for the SSN identified, the form will fill with the appropriate data. If arecord does not exist for the
SSN identified, a message will appear indicating that no record exists. Pressing <F3> will prompt
you with the following delete confirmation message.

5-66



Version 11.00 AISM 25 P6A -AVM -A1 X-SUM 01 December 1999

Delete URDC Data Confirmation

Deleted item will be permanently removed from the database.
Are you certain you wish to delete?

Uhen the user is Adding-Changing/Deleting Education Class Data,
the system updates information on the "Resource and Performance
Report (RAPR), Section III, Military-Civilian Education and Training.”

Information is updated on lines 1 through 4 and line 6 bhased on the
Class Type.

Information associated with line 5 "Alcohol/Drug Prevention
Training (ADAPT)" is updated through the "Add/Change-Delete ADAPT
Course Information™ function.

RETURH to proceed uwith delete; F6 = CAHNCEL to abort

Press <Enter> to proceed with delete or <F6> to abort the delete request. Pressing <F6> will
return you to the “UADC Education Development Menu” without saving any of your input in the
form.

5.3.1.106 UADC Education Report Menu.

This menu allows you to access those screens used for viewing and printing UADC education
reports. To view or print a UADC certification report, select menu item #3 from the “UADC
Education Development Menu” and press <Enter>. The “UADC Education Report Menu” will

appear.

UADC Education Report Henu
UHCLASSIFIED
Print UADC Certification Progress Summar
Print UADC Certification List
Print Units Requiring UADC

Figure 5.3-90. UADC Education Report Menu

To view or print one of these UADC education reports, select the appropriate menu item and press
<Enter>. Follow the instructions that appear at the bottom of the screen for the selected report.

UADC Certification Progress Summar
Fkk fokk

The UADC Certification Progress Summary Report

1s a hard copy report of all UADCs that are not
yet certified and provides information about their
status in becoming certified.

F8-F1 = PRINT; F8-F2 = UIEUY; F6 = CANCEL
# FOR OFFICAL USE OHLY - PRIVACY ACT DATA #

UADC Certification List

Start Date: End Date:

The UROC Certification List is a hard copy report
of all certified URADCs and assighed units.

F8-F1 = PRINT; F8-F2 = UIEW; Fb6 = CAHCEL
# FOR OFFICAL USE OHLY - PRIVACY ACT DATA #*
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Units Requiring URDC Report

EE £ e 24

The Units Requiring UADC Report i1s a list of all
units that do not have a UAODC who has been

certified within the last 12 months.

F8-F1 = PRINT; F8/F2 = UIEW; F6 = CAHCEL
# FOR OFFICAL USE OHLY - PRIVACY ACT DATA #

5.3.1.107 Manpower Statistics.
Refer to Paragraph 5.3.1.49 for more details.
5.3.1.108 Program Management Menu.

This menu allows you to access those screens used for adding and changing ADAPCP site
information, budget data, authorizations data, and manpower utilization data. You can also
access those menus used for entering and changing unit information, procurement information,
authorization data, personnel management data, information on test designated positions (TDP),
and Manpower utilization Data. In addition, you can access the menu used to update, view, and
print ADAPCP Resource and Performance Reports (RAPR) and the menu used to view and print
program management reports. Selection of option #4 from the “Peacetime Menu” will display
the following screen.

Program Hanagement Henu
UHCLASSIFIED

21. Unit Information Henu

Add~Change ADAPCP Site Information Haintenance
Add-Change-Delete Budget Data

Procurement Henu

Add-Change-Delete Authorizations Data
Personnel Hanagement Henu

Test Designated Positions Henu

RAPR Henu

Program Hanagement Report Henu

B. Hanpouwer Statistics

‘

=0 03~ Oh N L L) RO

Figure 5.3-91. Program Management Menu
Note to the DAMIS SA: Before any information can be properly added to the DAMIS, through

the “Patient Services’ module, the “Program Management” module must first be accessed by the
DAMIS SA and the proper information added to populate the database with items needed. The
information here should be accessed in a specific order indicated.

5.3.1.109 Unit Information Menu.

This menu alows you to access those screens used for entering, changing, and deleting data
regarding the units that are serviced by the ADAPCP. When you select this menu from the
“Program Management Menu,” the following screen will appear.

Unit Information Henu
UNCLASSIFIED
. Update Local Units from Ilidh-Sid

. Add-Change Local Unit Data
. Delete Local Unit Data
. Unit Discrepancies Report

Figure 5.3-92. Unit Information Menu
5.3.1.110 UpdateLocal Unitsfrom ILIDB/SIDPERS.
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When you select this option from the “Unit Information Menu,” the following screen will appear.

ILIDB and Local Unit Information
1 Al
AARARA Al
>BASGTE B-56 FLIGHT SOUADROH
TOERT HISSILE BRIGADE

uauoo HARILOU SOUARDRON

UHITB1 UNIT B8l

UNITZ2 UNIT NHAHE 2

uauaz DAHIS TEST COHMHAHD

uea9a

uaBa9l

uaa9s

uaa9s

uea9?

uea99

ueeTes ueaT HISSILE AND SPACE INHT CTR
ueaTes ueaT HISSILE AND SPACE INT CTR
uaial

uaiaz

F2=HARK to select: Enter to make new local list:Fe=CAHCEL
Figure 5.3-93. Update Local Units from ILIDB/SIDPERS

Press <F2> to mark and press <Enter> or <F6> to cancel. Pressing <Enter> will display the
following screen.

Local Unit List

B-56 FLIGHT SOUADROH
wai23 SAM'S TEST COHHAND
wa4921 W849 FIELD UHIT
wacaet UBCO TEST HODEL UNIT 1
WBH9B6 WBH9 IHHC HOB FT BLISS
WaH9e8 WBH9 HATO HAUK
woaunA SAHS SOUAD

5.3.1.111 Add/Change Unit Data.

To add or change unit information, highlight menu item #1 from the “Unit Information Menu”
and press<Enter>. The “Add/Change Unit Data” screen will appear.

Add-Change Unit Data PCH: ZJY-882
* # % UNCLASSIFIED =+

Unit Identification Code:
Unit Hame:

F3 = SAVE; F6 = CHHNCEL
# UNCLASSIFIED #

Figure 5.3-94. Add/Change Unit Data

Fed Description

UIC: Enter the UIC for the unit you wish to add to the DAMI S database.
Unit Name: Enter the name associated with the UIC.

Press <F3> to save the data.

Note: The UIC that previoudy have been entered cannot be changed. This dataelement isa*“key”
data element used throughout the application. However, a UIC should be deeted if it was entered
incorrectly. The correct code can then be added.

5.3.1.112 De€ete Unit Data.

To delete unit information, select menu item #3 from the “Unit Information Menu” and press
<Enter>. The following screen will appear.
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Delete Unit Data PCH: ZJY-882
# UHCLASSIFIED =*

Unit Identification Code:

Unit Hame:

F3 = SAVE to delete; F6 = CANCEL
# UHNCLASSIFIED =+

Figure 5.3-95. Deete Unit Data
Enter the UIC you wish to delete. If the DAMIS finds no match for the UIC that was just
entered, an error message will appear.
If the UIC entered currently exists in the database, the Unit Name will appear on the form. Press
<F3> to delete to remove the unit from the database. A confirmation message will appear.
Delete Unit Data Confirmation

Deleted item will bhe permanently removed from the database.
Are you certain you wish to delete?

RETURN to proceed with delete; F6 = CAHNCEL to abort

Press <Enter> to proceed with delete to remove the UIC from the database.
5.3.1.113 Unit Discrepancies Report.
Selection of this option from the “Unit Information Menu” will present the following screen.
Unit Discrepancies List
EE LS EE £
This report will generate a list of all of

the differences betueen the ILIDB (SIDPERS) units
and the local unit table.

F8-F1 = PRINT; F8-F2 = VUIEW; F6 = CANCEL

Figure 5.3-96. Unit Discrepancies Report
Press <F8/F1> to print the report or <F8/F2> to view the report or <F6> to cancel the operation.
5.3.1.114 Add/Change ADAPCP Site Information Maintenance.

This function alows you to change information regarding the location of the ADAPCP and the
information regarding the Clinical Director. You can access the “Add/Change ADAPCP Site
Information Maintenance” screen by selecting item #2 from the “Program Management Menu”.
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*

SERVICE RRER
Service Area

Organization
Organization
Organization
Organization

ADCO ID:

A~-C ADAPCP Site Information Haintenance PCH: ZJY-885

COMHUNITY COUNSELING CENTER INFORMATION
Organization
Organization

Clinical Director ID: Hame:

# % FOR OFFICIAL USE OHLY - PRIVACY ACT DATA #
COMMUNITY COUNSELING CENTER DRTRA

IHNFORHATION
Code: HGI13

Name:

Telephone Humber:
Street Hame:

City Hame:
State: _
Zip Code:

Hame:

F3 = SAVE; F6 = CANCEL
# FOR OFFICIAL USE OHLY - PRIVRACY ACT DATR #

Figure 5.3-97. Add/Change ADAPCP Site Information Maintenance

Service Area Information
SAC:

PRT SAC:

Enter the SAC for the ADAPCP.

Enter the SAC for your MACOM. This will be different than the
SAC for ADAPCP.

COMMUNITY COUNSELING CENTER INFORMATION

Organization Name:
Telephone Number:
Organization Street Name:
Organization State:
Organization Zip Code:
A/D Coordinator ID:
Name:

Clinical Director ID:
Name:

Press <F3> to save the data.

Enter the name of your ADAPCP.

Enter the telephone number of the ADAPCP.

Enter the street address for the ADAPCP.

Enter the state abbreviation where the ADAPCP is located.
Enter the zip code for the ADAPCP.

Enter the Alcohol/Drug Coordinator ID.

Enter the name of the coordinator.

Enter the SSN of the Clinical Director.

The System will pull in the name from data previously entered. In
case there is no information in the database, then you may enter a
name.

5.3.1.115 Add/Change/Delete Budget Data.

This function allows you to add, or change, or delete information on your installation’s ADAPCP
yearly budget items. Selection of item #3 from the “Program Management Menu” will display

the following screen.

=

BUDGET ITER
Fiszal Year:

EHPLOYEE RESPOMSIBILITY
Employee 10: s

Ttem Dollar FAmount:
Item Committed Amount: Oollar Obligated {(&leohold:
Uncommitted Amount ; Osllar Dbljgated (Drug):

+ FOR OFFICIAL USE OHLY = PRIUACY ACT DRTA =

Add-Change-Oel ele Budgel Data PCH: zJY=BIA
+ + FOR OFFICTAL USE OHLY - PRIUACY ACT DATA +

Fiszal Honth: __  Direct Hission Category: _

Unobligated Amount:

F3 = SAVE; F& = CANCEL
FE-FE = DELETE Bucdlzet [tem

Figure 5.3-98. Add/Change/Delete Budget Data
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BUDGET ITEM
Fisca Year: Enter the fiscal year associated with the budget item you are entering.
Fisca Month: Enter the fiscal month associated with the budget item that you are

entering.
Direct Mission Category: Enter the Mission Category or press <F2> for choices.

EMPLOYEE RESPONSIBILITY
Employee ID: Enter the SSN of the employee who is responsible for this particular
budget item.

At this point the DAMIS will determine if any information currently exists matching the
information that has just been entered. If no record exists, the message “ADDING RECORD” will
appear at the top of the form. Proceed to enter the remaining data using the following
instructions. If information does exist, the message “CHANGING RECORD” will appear at the top
of the form. Change the necessary information using the following for guidance.

Note: None of the “Key” data eements can be changed. If you have entered one of these, “Key”
data elements into the DAMIS incorrectly, delete the budget item, and then go back and add the
data correctly.

Name: The name of the employee will be pulled from the DAMIS.
Item Dollar Amount: Enter budget item dollar amount.

Item Committed Amount: Enter item committed amount for the budget.

Dollar Obligated (Alcohol):  Enter the amount obligated for acohol.

Uncommitted Amount: Is calculated by the DAMIS.

Dollar Obligated (Drug): Enter the total obligated for budget item drug.
Un-obligated Amount: Is caculated by the DAMIS.

Press <F3> to save the data.

5.3.1.116 Delete Budget Data.

To delete budget data at the “Add/Change/Delete Budget Data” screen enter the following “Key”
elements associated with the budget item you wish to delete: Fisca Year, Fiscad Month, Mission
Category, and Employee ID. Once you have entered these “Key” fields, the system will pull data
onto the screen associated with these keys. Press <F8> to change function keys. Press <F6> to
delete a budget item. The “Text-Delete Budget Item Confirmation” message will appear. Press
<Enter> to delete the budget item or press <F6> to cancel.

5.3.1.117 Procurement Menu.

This menu (selection 4 from the “Program Management Menu”) alows you to access the forms
used for entering, changing, and deleting purchase request information.

Procurement Henu
UHCLASSIFIED

>1. Add-Change Purchase Reguest Data
2. Delete Purchase Request Data

Figure 5.3-99. Procurement Menu
5.3.1.118 Add/Change Purchase Request Data.
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This option allows you to add or change information about a particular purchase request.
Selection of this option from the “ Procurement Menu” will present the following screen.

Add-Change Purchase Request Data PCH: Z2JY-814
* + * FOR OFFICIAL USE OHLY - PRIVACY ACT DATA =*

PURCHASE REOUEST SUBHMISSIOH Date: 1998-81.-12 Sequence Ho: _1

Approval Date: Purchase Request No:
Uendor Hame:

Projected Delivery Date: Receipt Date:
Item(s) Description:

FUHDING IHFORHATION
Direct HMission Category: _
Employee ID: Name:

PURCHASE COHMHITHENT and OBLIGATION INFORHATIOH
Commitment Date: Committed Amount:
Obligated Date: Obligated Amount:
F3 = SAVE; F6 = CANCEL
+ FOR OFFICIAL USE ONLY - PRIVACY ACT DATA *

Figure 5.3-100. Add/Change Purchase Request Data

PURCHASE REQUEST SUBMISSION
Date: To change purchase request data enter the date.
Sequence No: Enter the sequence number of the purchase request for that date.

After these “key” fields have been entered, the DAMIS will search for matching information in
the database. If no record exists, the message “ADDING RECORD” appears at the top of the form.
Proceed to enter the remainder of the information using the following guidance. If arecord does
exist, the message “CHANGING RECORD” appears at the top of the form and the form isfilled in
with the existing information. Proceed to make the necessary changes using the following for
guidance.

Approval Date: Enter the approval dateas YYYY/MM/DD.

Purchase Request Number:  Enter the number that the ADAPCP has assigned to the purchase
request.

Vendor Name: Enter the name of the vendor where you will be purchasing the
supplies, etc.

Projected Ddlivery Date: Enter the date that you are to receive delivery of the item(s).

Receipt Date: Enter the date that you received the item(s).

Item(s) Description: Enter a brief description of the item(s) being purchased by the
ADAPCP.

FUNDING INFORMATION
Direct Mission Category: Enter the Mission Category or press <F2> for choices.

Employee ID: Enter the ADAPCP employee ID who is responsible for this
purchase request or press <F2> for choices.

Name: This will be pulled from ADAPCP employee data. Must be a valid
ADAPCP employee.

PURCHASE COMMITMENT AND OBLIGATION INFORMATION

Commitment Date: Enter the commitment date for this item(s).

Committed Amount: Enter the committed dollar amount for this item(s).

Obligated Date: Enter the obligated date for this item(s).

Obligated Amount: Enter the obligated amount for this item(s).
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Press <F3> to save the data entered.

Note: The “key” fields indicated previoudy are used throughout the DAMIS-FS application and
cannot be changed. If any of that particular information was entered incorrectly, it should first be
deleted. Once the information has been deleted, it can then be added correctly.

5.3.1.119 Delete Purchase Request Data.

This option alows you to delete data describing a purchase request. Selection of this option from
the “Procurement Menu” will present the following screen.

# FOR OFFICIAL USE ONLY - PRIVACY ACT DATA *
PURCHASE REQUEST SUBHISSION Date: Seq. Ho:
PURCHASE REOQUEST Ho: Approval Date:

Uendor Hame:
Projected Delivery Date: Receipt Date:
Item(s) Description:

FUNDING INFORHATIOHN
Direct HMission Category: _
55H: Hame:

PURCHASE COHHITHENT and OBLIGATIOH INFORHATIOH
Commitment Date: Committed Amount:
Obligated Date: Obligated Amount:

F3 = SAVE to delete; F6 = CANCEL
# FOR OFFICIAL USE ONLY - PRIVACY ACT DATA #

Figure 5.3-101. Delete Purchase Request Data

Enter the date and sequence number for the purchase request that you wish to delete. If no
records are currently in the database regarding the information regarding the information that
was just entered an error message will appear.

Delete - Purchase - Error Message

This Purchase Order does not exist in the database.
The record cannot be deleted. Flease check your entry.

RETUREH to continue

If a match is found, the remainder of the form is populated with the appropriate information.
Press <F3> to delete to proceed. A confirmation screen will appear.

Delete Purchase Data Confirmation

Deleted item will be permanent|y removed from Lhe database.
Are you certain you wish to delete?

RETURH to proceed uwith delete; F5 = CAHCEL to abort

Press <Enter> to delete the purchase data or press <F6> to abort to return to the “Procurement
Menu” without deleting the data.

5.3.1.120 Add/Change/Delete Authorizations Data.

This function enables you to add/change/delete TDA authorization document and position data
associated with aLthorized and required ADAPCP positions. The system requires you to enter Unit
ID Code, Document Effective Date, Paragraph No., and Line No. You may enter a new Paragraph
No., and anew Line No., only if he/she wishes to change them. Y ou can change any of the record’s
information as desired. The values for Unit ID Code, Effective Date, Paragraph No., Line No, and
Command Control No., may be found on the TDA document as TDA, DOCUMENT DATE,
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PARA, LINE, and CCNUM respectively. The document termination date is generally set to the end
of the fiscal or actua year until a newer TDA document is received which supersedes the current
one. At this time, the termination date is set to the day prior to the effective date of the new
document. This function (selection 5 from the “Program Management Menu”) alows you to add or
change information about a particular Table of Distribution and Allowance (TDA) document and
the position governed by the TDA.

Add. Change Delete TOA Position Data PCH: ZJY-B17
* * + UHCLASSIFIED =

AUTHORIZATION DOCUMENT IDENTIFICATION

Unit ID Code: Effective Date:

Paragraph Ho: Line Ho: __

New Paragraph Ho: Hew Line Ho: _

Command Control HNo: Document Termination Date:

POSITION INFORHATION
Position Title:

Hission Code: _ Employment Category: _ Authorized Strength: _
Required Strength: _ Assigned Strength: _
HILITARY POSITION INFORHATION
HPC: _ Rank: __ Area Of Concentration ID: _
Enlisted HMOS5: _ Uarrant Officer HOS:
CIVILIAH POSITION INFORHATION
Pay Plan: __  Pay Grade Level: _ Occupational Code:
F3 = SAVE; F6 = CAHCEL
F8-F5 = DELETE Current TDA

Figure 5.3-102. Add/Change/delete Authorizations Data
Using the TDA document for the ADAPCP as reference, enter the following data e ements.

AUTHORIZATION DOCUMENT |IDENTIFICATION

Unit ID Code: Enter the UIC for the ADAPCP or press <F2> for choices.
Effective Date: Enter the effective date of the TDA document or press <F2> for
choices.

Note: Information must be entered for each paragraph and line number that is listed on the TDA
Document.

Paragraph No: Enter the paragraph number or press <F2> for choices.
Line No: Enter the line number for that position being added or press <F2> for
choices.

At this point, the DAMIS will determine if any information currently exists matching the
information that has just been entered. If no record exists, the message “ADDING RECORD” will
appear at the top of the form. Proceed to enter the remaining data using the following
instructions.

If information does exist, the message “CHANGING RECORD” will appear at the top of the form and
the form will be populated with the pertinent data. Change the necessary information using the
following for guidance.

New Paragraph No.: Enter only when you are changing paragraph numbers.

New Line No.: Enter only when you change line numbers for that position.
Command Control Number: Enter the command control number for that TDA.

Document Termination Date: Enter the date the TDA will terminate.

POSITION INFORMATION

Position Title: Enter the position title for that position.
Mission Code: Enter the mission code associated with that position. Press<F2> for
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choicesfor alist of codes.

Employment Category: Enter the code for the employment category. Press <F2> for choices
for alist of codes.

Authorized Strength: Enter the total number authorized for that position.

Required Strength: Enter the total number required for that position.

Assigned Strength: Enter the total number assigned for that position.

MILITARY POSITION INFORMATION (Fill in only for military positions)

MPC: Enter the Military Personnel Class code for that position.

Rank: Enter the rank of that position.

AOC ID: Enter the AOC for that position.

Enlisted MOS: Enter the Enlisted ID for that position, if applicable.

Warrant Officer MOS: Enter the Warrant ID for that position, if gpplicable.

CIVILIAN POSITION INFORMATION

Pay Plan: Enter the pay plan for the position.

Pay Grade Leve: Enter the pay grade level for the position.

Occupational Code: Enter the code for the occupation that is to be held for that position.

Pressing <F3> will enter the information on the form in to the database and will leave you in the
form so that you may make additional entries. To delete the Unit ID code, press <F8/F5>. This
will take you to the following ‘ delete confirmation’ screen.

Delete Current TDA Record

Item(s) selected will be permanently removed from the database

Do you wish to delete the item(s) selected?

SAVE to commit work: F6 = CAHNCEL

Enter <Y> for Yes or <N=> for No and press <F3> to commit work. Pressng <F6> will cancel the
delete request.

5.3.1.121 Personnel Management Menu.

This menu alows you to access the screens used for adding, changing, and deleting ADAPCP
employee data.  When you select this menu from the “Program Management Menu,” the following
screen will appear.

Personnel Hanagement Henu
UNCLASSIFIED

»1. Add-Change ADAPCP Employee Data

2. Change ADAPCP Employee ID
3. Delete ADAPCP Employee Data

Figure 5.3-103. Personnel Management Menu
5.3.1.122 Add/Change ADAPCP Employee Data.

This function allows you to add and change data about an ADAPCP employee. Data input
identifies the employee and the associated authorization document position. To add or change
ADAPCP employee data, select menu item #1 from the “Personnel Management Menu” and
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press<Enter>. The “ADAPCP Employee Data” form will appear.

ADAPCP Employee Data PCH: ZJY-B23
* # * FOR OFFICIAL USE OHLY - PRIVACY ACT DATA *

Employee ID: Hame:
# AUTHORIZATION DOCUHMENT IDENTIFICATION =
Unit 1D Code: Effective Date:
Paragraph Ho: Line Ho: _

# MILITARY EHPLOYEE =*

Rank Code: _ HMPC:

Area of Concentration: __ Enlisted Code: _ Warrant Officer Code:
# CIVILIAN EHPLOYEE =*
Pay Plan: _  Grade Level: _ Occupation Code:
+ ADDRESS AND TELEPHOHE NUHMBERS =
Street:
City: State: __ Zip:
Home Phone: Work Phone:
# MISCELLANEOUS INFORHATION =+
Date of Birth: Han Pouer Category: _ Work Status: _
Employ Date: Expected Depart Date: Login:
F3 = SAVE; Fb = CANCEL

+ FOR OFFICIAL USE ONLY - PRIVACY ACT DATA *
Figure 5.3-104. Add/Change ADAPCP Employee Data

Employee ID: Enter the SSN of the ADAPCP employee you wish to add or press
<F2> for choices.

At this point, the DAMIS will determine if any information currently exists matching the
information that has just been entered. If no record exists, the message “* Adding Record *” will
appear at the top of the form. Proceed to enter the remaining data using the following
instructions. If information does exist, the message “* Changing Record *” will appear at the top
of the form and the form will be populated with the pertinent data. Change the necessary
information, using the following for guidance.

Name: Enter the name of the employee.

AUTHORIZATION DOCUMENT IDENTIFICATION

Unit ID Code: Enter the UIC of the ADAPCP TDA that authorized the position
being held by this employee or press <F2> for choices.

Effective Date: Enter the effective date of the TDA Document or press <F2> for
choices.

Paragraph No: Enter the Paragraph Number for the position held by this employee
or press <F2> for choices.

Line No: Enter the line number for the position held by the employee or press

<F2> for choices.
MILITARY EMPLOYEE (Fill in only if the employee is military)

Grade Code: Enter the Rank of the employee or press <F2> for choices.

Class Code: Enter the class code for the employee or press <F2> for choices.

Pay Levd: Enter the pay levd.

AOC: Enter the AOC ID or press <F2> for choices.

Enlisted Code: Enter the enlisted MOS for the employee or press <F2> for choices.

Warrant Officer Code: Enter the warrant officer MOS for the employee or press <F2> for
choices.

CivILIAN EMPLOYEE (Fill in only if the employee isacivilian)

Pay Plan/Grade Leve: Fill in the pay plan/grade level of this employee or press <F2> for
choices.
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Occupation Code:

Enter the occupation code of this employee.

ADDRESS AND TELEPHONE NUMBERS

Street:

City:

State:

Zip:

Home Phone:
Work Phone:

Enter the street address of the employee.
Enter the city where the employee lives.
Enter the state in which the employee lives.
Enter the employee’s zip code.

Enter the employee' s home phone number.
Enter the employee’ swork phone number.

MISCELLANEOUS INFORMATION

Date of Birth:

Man Power Category:
Work Status:

Employ Date:
Expected Depart Date:

Login:

Enter the date of birth of the employee.
Enter man power category associated with this employee.
Enter the work status code associated with this employee.
Enter the date the employee was hired.

Enter the date the employee is expected to depart from employment
at the ADAPCP.

Enter Login or press <F2> for choices. You must know the system
login ID of the employee being entered.

Pressing <F3> will save your entry and leave you in the form to add or change another ADAPCP

record.

5.3.1.123 Change ADAPCP Employee|D.

Change ADAPCP Employee ID enables you to change the employee identifier of an ADAPCP
employee. To change an ADAPCP employee ID, sdect menu item #2 from the “Personne
Management Menu” and press <Enter>. The *Change ADAPCP Employee ID” form will appesr.

# FOR OFFICIAL USE ONLY - PRIVACY ACT DATA =*
0ld Employee ID: Hew Employee ID:
Hame:
ATHORIZATION DOCUMENT IDENTIFICATION
Unit ID Code: Ef fective Date:
Paragraph Ho: Line No: _
HILITARY EHPLOYEE
Grade Code: _ Class Code: _ Pay Level:

Area of Concentration: _  Enlisted Code: _ Warrant Officer Code:
CIVILIAN EMPLOYEE
Pay Plan/Grade Level: Occupation Code:
ADDRESS AND TELEPHONE HUHMBERS
Street:
City: State: _ Zip:
Home Phone: Work Phone:
HISCELLANEDOUS IHFORMATION

Date of Birth: Han Pouer Category: _ Work Status: _
Employ Date: Expected Depart Date: Login:

F3 = SAVE; F6 = CANCEL # FOR OFFICIAL USE OHWLY - PRIVACY RACT

Figure 5.3-105. Change ADAPCP Employee ID

This screen dlows you to change the SSN (employee ID) that previoudy had been entered
incorrectly into DAMIS. Press <F2> for your selection.

Old Employee ID:

Enter the SSN that was incorrectly entered in the DAMIS.

Once you enter this field, the system determines whether an entry already exists in DAMIS-FS for
that Old Employee ID. If arecord does not exist, the following message will appear indicating that

no record exists.
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Change AODRPCP Employee 10 Error Hessage

Inpvalid ROAPCF Employes 10, Flease re-enter the 10.

RETURH to eontinue

If an entry exists for the employee identified by the Old Employee ID, the form will be filled in with
the appropriate data and wait for the New (or corrected) Employee ID to be entered.

New Employee ID: Enter the correct SSN for the employee.
Press <F3> and a confirmation screen will appear.

Change Employee 10 Confirmation
Are yow certain you vish to change the Employes 107

d with change; FG = CAHCEL to abort

Press <Enter> to proceed with change to change the employee ID.
5.3.1.124 Delete ADAPCP EmployeelD.

This function alows you to generate a hard copy report listing data available in the system for a
particular employee. After printing the report, the function deletes the information. To delete
ADAPCP employee data, select menu item #3 from the “Personne Management Menu” and press
<Enter>. The following screen will appear.

+ FOR OFFICIAL USE OHLY - PRIVACY ACT DATA =*
Employee ID: Name:
# AUTHORIZATION DOCUHENT IDENTIFICATIOHN =
Unit ID Code: Effective Date:
Paragraph No: Line Ho:
# HILITARY EHMPLOYEE =
Grade Code: Class Code: Pay Level:

Area of Concentration: _  Enlisted Code: _ Warrant Officer Code:
# CIVILIAN EHMPLOYEE =*
Pay PlansGrade Level: Occupation Code:
+ ADDRESS AND TELEPHONE NUHMBERS =+
Street:
City: State: Zip:
Home Phone: Work Phone:
+ MISCELLAHEOUS IMFORMATION =*
Date of Birth: Han Pouer Category: _ Work Status: _
Employ Date: Expected Depart Date: Login:

F3 = SAVE to delete; F6 = CANCEL

+ FOR OFFICIAL USE ONLY - PRIUVACY ACT DATA =*

Figure 5.3-106. Delete ADAPCP Employee ID

This screen alows you to delete ADAPCP employee ID information that has been entered into
DAMIS previoudy. Enter the SSN of the employee you wish to delete from the database.

If an entry exists for the employee identified, the form will fill in with the appropriate data. Press
<F3> to continue with the deletion process and a del ete confirmation screen will appear.

I.'I-niln-t.n HOAPCPF Ewmployes 10 I.'.'r,||1r':|r|'|141tu,'|r4

Oeleted employee will be permanently removed frem the databasze.
Are you certain you wish to delele?

YOU HAVYE TO PAIHNT THE FOLLOUIHG REPORTS = Employse
Oeletion Reference Aeport and ADAPCP Employee Data Report
(Press F31 - TUICEY before employee will be deleted.

RETUEH to proceed with delete; FG6 = CAHCEL to abort

Pressing <F6> will return you to the “Personnel Management Menu” without saving any of your
input in the form.
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5.3.1.125 Test Designated Positions M enu.

This menu allows you to access the forms used for entering, changing, and deleting information on
test designated positions (TDP). When you sdlect this menu from the “Program Management
Menu,” the following screen will appear.

Test Designated Position Henu
UHNCLASSIFIED

>1. Add-Change Test Designated Position Data
2. Delete Test Designated Position Data

Figure 5.3-107. Test Designated Positions Menu
5.3.1.126 Add/Change Test Designated Position Data.

This function allows you to add the name of an individual who is employed in a TDP and the
title of the TDP to the database. The change part of the function enables you to change data on
an individual currently identified in a TDP. Selection of this option from the “Test Designated
Positions Menu” will display the following screen.

Add/Change Test Designated Position Data PCH: 2JY-827
* * + # FOR OFFICIAL USE OHLY - PRIVACY ACT DATA #

TOP ID: Name:
TOP Code: _ Unit Identification Code: I

Job Series: Job Title:

F3 = SAVE; F6 = CANCEL
# FOR DFFICIAL USE OHLY - PRIVACY ACT DATR =*

Figure 5.3-108. Add/Change Test Designated Position Data
TDPID: Enter the SSN of the person holding the TDP.

At this point, the DAMIS will determine if any information currently exists matching the
information that you have just entered. If no record exists, the message “ADDING RECORD” will
appear at the top of the form. Proceed to enter the remaining data using the following
instructions. If information does exist, the message “CHANGING RECORD” will appear at the top
of the form and the form will be populated with the pertinent data. Change the necessary
information using the following for guidance.

Name: Enter the name of the person in the TDP.

TDP Code: Enter the code that identifies the type of TDP position held by the
individual. Press <F2> for alist of choices.

UIC: Enter the UIC where the individual in the TDP resides.

Job Series: Enter the job series.

Job Title: Enter the Job title.

5.3.1.127 Delete Test Designated Position Data.

This option enables you to delete a TDP employee or position from the system once the employee
leaves the ingtallation or is no longer in a TDP. Selection of this option from the “Test Designated
Positions Menu” will display the following screen.
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Delete Test Designated Position Data PCH: 2JY-827
+ FOR OFFICIAL USE OHLY - PRIVACY ACT DATA =*

TDP 1D: Name:
TOP Code: _ Unit Identification Code:

Job Series: Job Title:

F3 = SAVE to delete; F6 = CAHCEL
# FOR OFFICIAL USE OHLY - PRIVACY ACT DATA #*

Figure5.3-109. Delete Test Designated Position Data
TDPID: Enter the TDP ID of the TDP you wish to delete from the database.

The system determines whether an entry exists that meets those parameters. If no record exists,
the system will display an error message.

If arecord does exist, the system retrieves the relevant data associated with the TDP ID entered
on the screen. Pressing <F3> will display delete confirmation screen.

Delete Test Oesignated Confirmation

Deleted item will be permanently removed from the database.
Are you certain you wish to delete?

RETURH to proceed uith delete: F6 = CAHCEL to ahort

Press <Enter> to delete.
5.3.1.128 RAPR Menu.

This menu allows you to access those screens used for updating the RAPR and for transmitting
RAPR data. Selection of this menu from the “Program Management Menu” will present the
following screen.

RAPR Henu
ndlate RAPR

2. Print/Uiew RAPR
3. Transmit RBAPR Data to USADADA

Figure 5.3-110. RAPR Menu
5.3.1.129 Update RAPR Data.

This function enables you to add/change the data required on the RAPR that cannot be derived
from data located in the system. Population data consists of data identifying the number of
people supported by an installation ADAPCP for a particular month. When you select this
option, the system requires you to enter begin date and end date. The system automatically
defaults the value for SAC to the value in the system that identifies the installation ADAPCP.
Selection of this option from the “RAPR Menu” will present the following screen.

Update Section RAPR Data

Begin Date: End Date:

SERVICE AREA CODE: HGI3

F3 = SAVE; F6 = CANCEL;
# FOR OFFICIAL USE OHLY - PRIVACY ACT DATA =*

Figure5.3-111. Update RAPR Data

Enter the Begin and End Date in the correct format. Press <F3>. The system will determine
whether you are adding or changing arecord. The following screen will appear.
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Population Served Data
*CHANGIHG RECORD=

Service Area Code: HG13
Begin Date: 19978181 End Date: 1997-81.-31

PERSONHEL ASSIGHED, ATTACHED OR SUPPORTED BY AGREEHMENT

ELIGIELE POPULATIOH
B

Active Duty Permanent Partuy:
Inactive Duty Trainees:
Active Duty For Training:
Academy Cadets:

Civilian Employees:

Retired Hilitary:

Family Hembers:

Hinor Family Hembers:

Other Personnel:

SAVE; F6 = CANCEL

Civilian Employees Urinalysis Testin
+CHAHGIHE RECORD+ FOR OFFICIAL WSE DHLY - PRIVACY ACT DATRA #*
SECTIOH 1V: CIVILIAH EHPLOYEES URIHALYSIS TESTIHG
Service Area Code: HELZE Begin Date: 1997-81-81 End Date: 18897-81-31

ADAPCPF ACTIOH PERSOHHEL ARCTIOH
REFUSE EHRL COHP RTOD REASSIGH TERHIN RESIGH REHAB
Auviation __B _ A - | R |
Guard-Police @
FRP _ A
AOAPCP Staff |
Other

Reasonable

Suspicion

Safety, Hishap

Aoccident _ B8 i} a8

Reha Client 3] ) __ 8
8 - SR |

Ug]l unteer
F3 = SAUE; F& = CAHCEL

UL L

Press <F3> to save.
53.1.130 Print/View RAPR.
Selection of this option from the “RAPR Menu” will present the following screen.

Print-View RAPR Henu
UNCLASSIFIED
Print-Vieu Section I Data
Print-Vieuw Section II Data
Print-Vieuw Section III Data
Print-Vieuw Section IV Data
Print-Vieuw Section V Data
Print-Vieuw Section VI Data
Print-View Section VII Data
Print RAPR ¢DA Form 3711-R)

Figure 5.3-112. Print/View RAPR Menu

Highlighting and selecting any of the options from 1 through 7 will produce the following
screen.

0=l 0 A B LD By =

RAPR I - Date Range Select
Begin Date: 1997-81-81 End Date: 1997-81.-31

Service Area Code: HG13

F3 = VIEW-PRINT; F6 = CANCEL
# FOR OFFICIAL USE OHLY - PRIVACY ACT DATRA =
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Enter the Begin Date and End Date in the correct format. The system will automatically default
the value for SAC to the value in the system that identifies the installation ADAPCP. Press <F3>
to view or print the data or <F6> to cancel the operation. Pressing <F3> will present the
following screen.

Highlight your selection ard press <Enter> to either view or print. In case you have selected the
date range where there is no data for the RAPR report, then the system will display an error

message.
Selection of option #8 from the “Print/View RAPR Menu” will present the following screen.
Rapr Print Data
Begin Date: 1997.-81.81 End Date: 1997-81.31
Service Area Code: HG13

F3 = SAUE F6 = CANCEL
# For Official Use Only - Privacy Act Data #*

Enter the Begin Date and End Date in the correct format. The system will automatically default the
value for SAC to the value in the system that identifies the installation ADAPCP. Press <F3> to
print the data or <F6> to cancel the operation. Pressing <F3> will take you to the Print Destination
screen.

5.3.1.131 Transmit RAPR Datato ACSAP.
Sdlection of this option from the “RAPR Menu” will present the following screen.

Begin Date: End Date:

SERVICE AREA CODE: HG13
Transaction Date:

F3 = SAVE; F6 = CAHNCEL;
# FOR OFFICIAL USE OHLY - PRIVACY ACT DATA =*

Figure 5.3-113. Transmit RAPR Datato ACSAP

Enter the Begin and End Date in the correct format. Press <F3> to transmit the data or <F6> to
cancel the operation.

5.3.1.132 Program Management Report Menu.

This menu allows you to access the forms used for viewing and printing program management
reports.
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Program Hanagement Report Henu
UHNCLASSIFIED
Print Unit Listing By Unit Hame
Print ADCO Budget Status Report
Print Employee Budget Status Report
Print ADCD Purchase Request Report
Print ADAPCP TDA Report for One TDA
Print ADAPCP TDA Report for ALl TOAs
Print ADAPCP UWorking TDA Report for One TOR
Print ADAPCP Working TODA Report for ALl TOAs
. Print ADCO Personnel Report
. Print Test Designated Position Listing
. Print ADCO Hanpower Utilization Report
. Print ADAPCP Employee Data Report
. Print-Vieuw Installation RAPR

—

2
3.
4.
5.
6.
7.
8.
9

e
-

Figure 5.3-114. Program Management Report Menu

To produce one of the reports listed above, select the appropriate menu item  Press <Enter>. Follow
the instructions for printing and/or viewing that appear in the screen for the selected item. No input
IS required.

You can press <F8/F2> to view the report on the screen, or you can press <F8/F1> to produce a
printout of the report. If you choose to print, the resulting screen will prompt you for the name
of printer, which you can select by pressing <F2> for choices. Highlight one of the available
printers and press <Enter>. Enter the number of copies you wish to make (1 through 9) and
press <F3> to print the report. Once the report is printed, a confirmation of the print process will
appear and you are returned to the report screen. This SELECT REPORT/VIEW/PRINT process
is similar throughout the “Program Management Report Menu” and differs only in that some
reports require input.

5.3.1.133 Print Unit Listing by UIC.

Selection of option #1 from the “Program Management Report Menu” will display the following
screen.

E s EE

The Unit Listing by UIC is a report listing
all of the units maintained in the DAHIS-FS.

F8-F1 = PRINT; F8-F2 = UIEW; F6 = CAHNCEL
# FOR OFFICAL USE OHLY - PRIUVACY ACT DATA =*

Figure 5.3-115. Print Unit Listing by UIC

When you press <F8/F1> to print, the system will display the following message after
completing the printing.

g By UIC - Hessage

Unit Listing By UIC Report has been completely printed.

RETURH to continue

5.3.1.134 Print Unit Ligting by Unit Name.

Selection of option #2 from the “Program Management Report Menu” will display the following
screen.
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ing By Unit Hame
o e

The Unit Listing by Unit Hame is a report listing

all of the units maintained in the DAMIS-FS.

F8-F1 = PRINT; F8-F2 = UIEW; F6 = CANCEL
# FOR OFFICAL USE OHLY - PRIVACY ACT DATA =*

Figure 5.3-116. Print Unit Listing by Unit Name
5.3.1.135 Print ADCO Budget Status Report.

Selection of option #3 from the “Program Management Report Menu” will display the following
screen.

ADCO Budget Status Report
*F¥F EE £

The ADCO Budget Status Report is a hard copy report
which provides information on the status of the current
budget and reflects data located in the DAHIS-FS.

F8-F1 = PRINT; F8-F2 = VIEW; F6 = CANCEL
# FOR OFFICAL USE ONLY - PRIVACY ACT DATA =*

Figure 5.3-117. Print ADCO Budget Status Report
5.3.1.136 Print Employee Budget StatusReport.

Sdlection of option #4 from the “Program Management Report Menu” will display the following
screen.

loyee Budget Status Report
Employee ID:

FB8-F1 = PRINT; F8-F2 = VIEW; F6 = CANCEL
# FOR OFFICAL USE OHLY - PRIUACY ACT DATA #

Figure 5.3-118. Print Employee Budget Status Report
Enter the Employee’s SSN.
5.3.1.137 Print ADCO Purchase Request Report.

Selection of option #5 from the “Program Management Report Menu” will display the following
screen.

ADCO Purchase Request Report
ET TS e

The ADCO Purchase Request Report is a hard copy report
which displays all of the requests for purchases and
actual purchase regquests for the current fiscal year.

F8-F1 = PRINT; F8-F2 = UIEW; F6 = CANCEL
# FOR OFFICAL USE OHLY - PRIVACY ACT DATA #

Figure 5.3-119. Print ADCO Purchase Request Report
5.3.1.138 Print ADAPCP TDA Report for one TDA.

Selection of option #6 from the “Program Management Report Menu” will display the following
screen.
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AODAPCP TDA Report for One TODA

TOA Humber: Effective Date:

F8-F1 = PRINT; F8-F2 = UIEW; F6 = CANCEL
# FOR OFFICAL USE DMLY - PRIVACY ACT DATA =*

Figure 5.3-120. Print ADAPCP TDA Report for one TDA
You are required to enter a TDA Number and the TDA Effective Date.
5.3.1.139 Print ADAPCP TDA Report for All TDA.

Sdlection of option #7 from the “Program Management Report Menu” will display the following
screen.

ADAPCP TDA Report for ALL TDAs

Hkk ok
The ADAPCP TDA Report is hard copy reports uwhich display
information on all installation ADAPCP’s TDA authorization
document .

F8-F1 = PRINT; F8-F2 = UIEW; F6 = CANCEL
# FOR OFFICAL USE DHLY - PRIVACY ACT DATA =*

Figure5.3-121. Print ADAPCP TDA Report for All TDA
5.3.1.140 Print ADAPCP Working TDA Report for one TDA.

Selection of option #3 from the “Program Management Report Menu” will display the following
screen.

ADAPCP UWorking TDA Report for One TDA
TDA Humber: Effective Date:

F8-F1 = PRINT; F8-FZ = UIEW; F6 = CAHCEL
# FOR OFFICAL USE OHLY - PRIVACY ACT DATA =*

Figure 5.3-122. Print ADAPCP Working TDA Report for one TDA
You arerequired to enter a TDA Number and the TDA Effective Date.
5.3.1.141 Print ADAPCP working TDA Report for All TDA.

Selection of option #9 from the “Program Management Report Menu™ will display the following
screen.

g TDA Report for All TDAs
ek ke

The ADAPCP UWorking TDA Report is a hard copy report uhich
displays all of the positions authorized by installation
ADAPCP's TDA authorization document and the employees filling
each of the positions.

F8-F1 = PRINT; F8-F2 = VIEU; F6 = CANCEL
# FOR OFFICAL USE ONLY - PRIVACY RCT DATA #*

Figure 5.3-123. Print ADAPCP working TDA Report for All TDA
5.3.1.142 Print ADCO Personnel Report.

Selection of option #10 from the “Program Management Report Menu” will display the following
screen.
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ADCO Personnel Report
gk Fkk

The ADCO Personnel Report is a hard copy
report uhich displays information on all

current employees of an installation ADAPCP.

F8~F1 = PRINT; F8-F2 = VUIEMW; F& = CAHCEL
# FOR OFFICAL USE ONLY - PRIVACY ACT DATA =*

Figure 5.3-124. Print ADCO Personnel Report
5.3.1.143 Print Test Designated Position Listing.

Selection of option #11 from the *“Program Management Report Menu” will display the following
screen.

Test Designated Position Listing
EE £ E+ £

The Test Designated Position Listing is a report
listing all of the employees working in a TOP at an
installation and the TOP to uwhich they are assignhed.

F8-F1 = PRINT; F8-.F2 = VIEMU; F6 = CANCEL
# FOR OFFICAL USE OHLY - PRIVACY ACT DATA =#

Figure 5.3-125. Print Test Designated Position Listing
5.3.1.144 Print ADCO Manpower Utilization Report.

Selection of option #12 from the “Program Management Report Menu” will display the following
screen.
ADCO Hanpouwer Utilization Report
Begin Date: End Date:
Enter single employee ID to he processed or leave hlank for al
Employee ID: I

F8-F1 = PRINT; F8-F2 = VIEW; F6 = CANCEL
¥ FOR OFFICAL USE OHLY - PRIVACY ACT DATA #*

Figure 5.3-126. Print ADCO Manpower Utilization Report
5.3.1.145 Print ADAPCP Employee Data Report.

Selection of option #13 from the *“Program Management Report Menu” will display the following
screen.

ADAPCP Employee Data Report

Employee I1D:

F8-F1 = PRINT; F8-F2 = VIEU; F6 = CAHCEL
# FOR OFFICAL USE ONLY - PRIVACY ACT DATA #

Figure 5.3-127. Print ADAPCP Employee Data Report
Enter the employee’s SSN.
5.3.1.146 Print/View Ingtallation RAPR.

Selection of option #14 from the “Program Management Report Menu” will display the following
screen.
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Installation RAPR Henu
»1. Update RAPR

2. Print-sUiew RAPR
3. Transmit RAPR Data to USADAROA

Figure 5.3-128. Print/View Ingtalation RAPR
Refer to Paragraph 5.3.1.73, “RAPR Menu” for details.
5.3.1.147 Manpower Statistics.
Refer to Paragraph 5.3.1.49 for more details.
5.3.1.148 ADAPCP Report Menu.

This menu alows you to access those menus used for viewing and printing patient service reports,
biochemical testing reports, education reports, and program management reports.

ADAPCP Report Henu
UHNCLASSIFIED
Patient Services Report Henu

Biochemical Testing Report Henu
Education Report Henu
Program Hanagement Report Henu

Figure 5.3-129. ADAPCP Report Menu
5.3.1.149 Patient Services Report Menu.

This menu alows you to access those screens used for viewing and printing patient services reports.
Y ou may have to scroll up and down to view al of the items on this menu.

UNCLASSIFIED

Print Hedical Referral Report

Print Incomplete Patient Intake~Screen Record Report

Print Incomplete PPR Report

Print PPR Due Date Report

Print Detailed Patient Information Report

Print Counselor Caseload Report

Print Patient Roster

Print Hotification of Hissed Appointment Report
. Print Hissed Appointment Report
. Print Record of Hissed Individual Appointment

0 00 =] Oh O R L) N

——
LM -=m-

. Print Group Session Roster

. Print Record of Hissed Group Session HAppointment
. Print Counselor Appointment Log

. Print Individual Summary Report

. Print Individuals Identified and not Screened

Figure 5.3-130. Patient Services Report Menu

To print, or view or save on DOS format a patient services report, select the appropriate menu
item and press <Enter>. Follow the instructions that appear at the bottom of the screen for
Viewing/Printing/Saving the selected report. Refer to paragraph 5.3.1.21 for more details.

5.3.1.150 Biochemical Testing Report Menu.

The “Biochemical Testing Report Menu” allow you to access those screens used for viewing and
printing biochemical testing reports.
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Biochemical Testing Report Henu
UHCLASSIFIED

Print Hilitary Laboratory Urinalysis Test Results Report
Print Civilian Laboratory Urinalysis Test Results Report
Print Individual Hilitary Urinalysis Testing Report
Print Individual Civilian Urinalysis Testing Report
Print Confirmation Rate Report
Print Rejection Rate Report
Print Hilitary Previous Positives Report
Print Civilian Previous Positives Report

[y

2.
3.
4.
5.
B.
T.
8.
9.

Figure 5.3-131. Biochemica Testing Report Menu

To view or print a biochemical testing report, select the appropriate menu item and press
<Enter>. Follow the instructions that appear at the bottom of the screen for the selected report.

5.3.1.151 Education Report Menu.
This menu allows you to access those screens used for viewing and printing education reports.

Education Report Henu
UHCLASSIFIED
»1. Prevention Education Report Henu

2. Counselor Education Report Henu
3. URADC Education Report Henu

Figure 5.3-132. Education Report Menu
5.3.1.152 Prevention Education Report Menu.

This menu allows you to access those screens used for viewing and printing past and future reports
by class UIC and class type. To view or print a prevention education report, select menu item #1
from the “Education Report Menu” and press <Enter>. The “Prevention Education Report Menu”
will appear.

Prevention Education Report Henu
UNCLASSIFIED

>1. Print Future Education Report by Class UIC
Print Future Education Report by Class Type

Print Future Education Report by Instructor

—

Print Future ADAPT Report

Print Past Education Report by Class UIC

Print Past Education Report by Class Type
Print Past Education Report by Instructor
Print Past ADAPT Report

0 =~10n QN Fa LD D

Figure 5.3-133. Prevention Education Report Menu

To view or print a prevention education report, select the appropriate menu item and press <Enter>.
Follow the instructions that appear at the bottom of the screen for the selected report.

5.3.1.153 Counselor Education Report Menu.

This menu alows you to access those screens used for viewing and printing counselor education
reports. To view or print a counselor education report, select menu item #2 from the “Education
Report Menu” and press <Enter>. The “Counselor Education Report Menu” will appear.
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Counselor Education Report Henu
UNCLASSIFIED
Counselor Certification Progress Report
Individual Counselor Internship and Certification Report

Counselor Internship and Certification Summary Report
Counselor Recertification Progress Report

Counselor Course Report

ADAPCP Academy of Health Sciences Courses Report

Figure 5.3-134. Counselor Education Report Menu

To view or print a counselor education report, select the appropriate menu item and press <Enter>.
Follow the instructions that appear at the bottom of the screen for the selected report.

5.3.1.154 UADC Education Report Menu.

This menu alows you to access those screens used for viewing and printing UADC education
reports. To view or print a UADC education report, select menu item #3 from the “Education
Report Menu” and press <Enter>. The “UADC Education Report Menu” will appear.

UADC Education Report Henu
UNCLASSIFIED
»1. Print UADC Certification Progress Summar
2. Print UADC Certification List
3. Print Units Requiring UADC

Figure 5.3-135. UADC Education Report Menu

To view or print a UADC education report, select the appropriate menu item and press <Enter>.
Follow the instructions that appear at the bottom of the screen for the selected report.

5.3.1.155 Program Management Report Menu.

This menu alows you to access those screens used for viewing and printing program management
reports. Selection of this menu from the “ADAPCP Report Menu” will display the following
screen.

Program Hanhagement Report Henu
UNCLASSIFIED
Print Unit Listing By Unit Hame
Print ADCO Budget Status Report
Print Employee Budget Status Report
Print ADCO Purchase Request Report
Print ADAPCP TDA Report for One TDA
Print ADAPCP TDA Report for All TDAs
Print ADAPCP Working TODA Report for One TOA
Print ADAPCP Working TODA Report for All TDAs

—

W00 =1 O N B G M

—
o -

. Print ADCO Personnel Report

. Print Test Designated Position Listing
. Print ADCO Hanpower Utilization Report
. Print ADAPCP Employee Data Report

. PrintsView Installation RAPR

Figure 5.3-136. Program Management Report Menu

To view or print a Program Management Report, select the appropriate menu item and press
<Enter>. Follow the instructions that appear at the bottom of the screen for the selected report.

5.3.1.156 Ad Hoc Query.

“Ad Hoc Query” is a report generating utility, which alows you to custom design reports using
gpecific information from the DAMIS database. It is designed for those occasions when the
standard reports are insufficient or inappropriate, i.e., they contain either too much or too little
information, or the information is not sorted to suit your needs. A query does not change the
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database; it just extracts data for display or print.

“Ad Hoc Query” is an easy-to-use interface that lets non-programmers access a database without
having to call upon a programmer. You can specify the information you want included in a
report, and “Ad Hoc Query” will generate it. A more advanced user could custom design the
Structured Query Language (SQL) code generated by the program.

From the “Ad Hoc Query Main Menu”, you may create, edit, view and print basic and advanced
queries. The “new query” is built in this way and remains in memory until you log off the system.
Once you are satisfied that the query extracts the correct data, you can save it for re-use a a later
date. Saved queries are named and may be changed, dlleted or printed through this module.
Sdlection of this menu from the “Peacetime Menu” will present the following screen.

Ad Hoc Query (v. 4.81)
Create a Basic Ad Hoc Quer
Create an Advanced Ad Hoc Query
Change a Saved Ad Hoc Query

Delete Ad Hoc Queries
UiewsPrint Saved Ad Hoc Query Results
Uiew Saved Ad Hoc Ouery Statements

Figure 5.3-137. Ad Hoc Query

For a complete tutorial on how to use the Ad Hoc Query application, please consult Section 7 of this
manual.

5.3.2 Transtion to War Menu.

This sub-module has not yet been implemented.

5.3.3 WartimeMenu.
This sub-module has not yet been implemented.

5.3.4 Demobilization Menu.
This sub-module has not yet been devel oped.

5.3.5 Customer Assistance Menu.
Selection of this option from the “Master Menu” will present the following sub- menu:

Customer Assistance Henu
UHCLASSIFIED

>1 Telephonic

Hessage

2.
3. Problem Report
4. ISH Data Sheet

Figure 5.3-138. Customer Assistance Menu
5351  Teephonic.

This option allows you to obtain assistance by calling the ISM Customer Assistance Office (CAO).
Y ou can contact this office 24 hours per day seven (7) days per week. When you select this option
from the “ Customer Assistance Menu,” the following screen will appear:
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Telephonic Assistance: <DSH B79-6798 <COHH. (52B8)538-6798
or 1(BB@)385-3836
FAX: <«DSH 879-6889 <COMH. (528)538-6809

Be prepared to provide the following information.
- Hame of ISH (e.g. PERSLOC, EDHIS, DAHIS, ...
- Softuare Developer (if knoun)
Person Calling  #Hame
#Address (normal mail)
#E-mail Address
#Phone Humber ¢Commercial~DSH>
Organization (Office Symbold
- AIS Code - SIC Code - OPI Code
Content of Inguiry or Comments

For specific information on any of the above, select I5H Data
Sheet from the Customer Assistance Henu.

RETURH to continue

Figure 5.3-139. Telephonic

Please have the requested information available before the user places the phone call. The
information required appears on the screen above. For a more specific information, select “I1SM
Data Sheet” menu option.

5352 Message.

This menu item is reserved for future development.
5.35.3 Problem Report (PR).

Use this procedure to fill out an electronic verson of DA Form 5005-R, ECP-S. After filling out
the form, you can print it or send it via electronic mail. Once stored, you can recall, edit, reprint or
retransmit an ECP-S. To get the information you need to report a problem with DAMIS, select
menu item #3 and press <Enter>. The following screen will appear.

Problem Report~ECP-5 Henu
Add~-Change Prohlem He-nrt/ECP-ﬂ
Uiew Problem Report~ ECP-5

Delete Problem Report-ECP-5
Submit Problem Report.ECP-5

Figure 5.3-140. Problem Report/ECP-SMenu
5354  Add/Change Problem Report/ECP-S.
Refer to paragraph 5.3.6.1 for more details.
5355  View Problem Report/ECP-S.
Refer to paragraph 5.3.6.8 for more detalls.
5.35.6  Deete Problem Report/ECP-S.
Refer to paragraph 5.3.6.9 for more details.
5.3.5.7  Submit Problem Report/ECP-S .
Refer to paragraph 5.3.6.10 for more detalls.
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5.35.8 |SM Data Shest.

Use this procedure to display a fact sheet of information about DAMIS. The “ISM Data Sheet”
screen adlows you to obtain information on the DAMIS ISM. To obtain DAMIS ISM data, select
this option from the *“ Customer Assistance Menu”, and press <Enter>. The “ISM Data Sheet” will
appear in two screens as shown.

DAMIS 1SH OData Shest (Page | af 21

ADS Code: PEA

5IC Code: AUH

ITH Process Supported: 19.8
{Provide Administation Services)

130 Functional Proponent: OH, OCSA

I5H SAFP: OODISC4

ASD: SDC-U

50C: SOC-=u

Figure5.3-141. ISM Data Sheet
Press <F3> to view the next page or <Enter> to resume the application.

DAMIS ISH Data Sheet (Page 2 of 2)
8. General: This ISH is designed to satisfy tuo primary objectives.

1. Provide automated support for field level tracking and management
of the identification and rehabilitation of alcohol and other drug
abhusers; and

2. Provide installation commanders and DOD (Department of Defense)
policy makers with statistical information on alcohol and other drug
abuse in the Army and the effectiveness of the ADAPCPs (Alcohol and
Drug Abuse Prevention and Control Programs).

RETURHN to continue

5.3.6 Problem ReportsECP-S Submission Menu.

Use this procedure to fill out an electronic version of DA Form 5005-R, ECP-S. After filling out
the form, you can print it or send it via electronic mail. Once stored, you can recall, edit, reprint or
retransmit an ECP-S. When you select this menu from the “Master Menu”, the system displays the
following forms for reporting the problem and generating a DA Form 5005-R (ECP-S). In this
option you can add a new ECP or PR or change one that is currently on the system. If the ECP-Shas
already been submitted then you will not be able to change it. Selection of this option from the
“Master Menu” will display the following screen.

Problem Report/ECP-S Henu |
Add-Change Problem Heurt/EI:P-SI

Uiew Problem Report.~ECP-5
Delete Problem Report~ECP-5
Submit Problem Report~-ECP-5

Figure 5.3-142. Problem ReportsECP-S Submission Menu
5.3.6.1  Add/Change Problem Report/ECP-S.
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Selection of this option from “Add/Change/Delete ECP/IPR Menu” will present the following

screen.

ECP-S (DASHAS-R) (Page 1 of 4>
* *
Originator Humber: LA2-A158-144 Type of Report: ECP-S

To: From:
ATTH:

Point of Contact: Telephone:
Title:

Priority:

Application-Version:

Executive SW BaselinesVUersion:
Problem Date:

JobCycle~Program ID:

Title of Problem Change:

F3 = SAUE to continue; F&6 = CAHCEL

Figure 5.3-143. ECP-S- DA Form 5005-R (Page 1 of 4)

Use this form to enter the information to generate a DA Form 5005-R (ECP-S) for this ISM. You
can then forward this printed form to the appropriate office for consideration.

You assign an originator number, comprising of AlS and Data Processing Installation (DPI) codes
and an ECP or PR sequence number for tracking and identificationof reports. Pressing <F2> from
the Originator Number field will display a list of reports previoudy generated that you can select

to modify.

Fed
Originator Number:

Type of Report:

From:

To:

ATTN:

Point of Contact:

Description
Enter 11 position number congtructed as follows: Positions 1-3: AIS

code. Use this ‘three position’ code to identify the system. You can
find this on the ISM data sheet from the “Customer Assistance”

option on the “Master Menu”.

Positions 4-7: DPI code. Use this ‘four position’ code to identify the
installation submitting the DA Form 5005-R. Contact DOIM ISM

Administrator for this code.

Positions 8-11: Sequence Number. Use this four position al numeric
code with the other two codes to uniquely identify the problem or
ECP being reported on this DA Form 5005-R.

Enter the type of report or press <F2> for choices. Select either ECP-
S or Problem Report. See your FA for instructions on what
congtitutes a PR or ECP-S.

Enter the unit name; Ingtalation name; and name of person
reporting. Enter “D” for Defense Switched Network (DSN).
Commercia telephone numbers should include the area code.
Example: “Fort Lewis, Ms. Sullivan, XXX- 357-6495.”

Enter the name of the organization where you want this ECP-Sto be
sent.

Enter the name of the person to whose attention you wish the form
directed. Example: “Mr. Sam Wilson.” The maximum length is 26
characters.

Enter the name of the Point of Contact (POC). The maximum length
is 20 characters.
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Telephone: Enter the telephone number of the POC.

Title: Enter the title of the POC. The maximum length is 20 characters.

Priority: Enter the Priority of the report, or press <F2> for choices The
maximum length is 9 characters.

Application/Version: Enter the name of the application and the version number. Example:
“DAMI1S/10.00”

Executive SW Basdine/ Enter the user’ s Executive Software baseline. Example: P6A-10.00.

Verson: The maximum length is 20 characters.

Problem Date: Enter the date the problem was detected in to the field in an accepted
date formet. You may enter “today” for the current date.

Job/Cycle/Program ID: Enter the name or number of the problem job, cycle, and program.

The number of characters available on both linesis 66.
Title of Problem/Change: Enter a short description of the problem. Example: “Unit funds are
incorrect.” The number of characters available on both linesis 66.
Note: If you move the cursor back up to the Originator Number, you will lose all of the changes that

you entered on this screen. This happens when the program attempts to find your new ECP-S item.
To avoid this, do not press <Enter> on the last field of the form.

Once you enter the required data in this screen, press <F3> to continue to the second page of the
report or press <F6> to cancd. Pressing <F3> will display the following screen.

ECP-S (DASBB5-R) (Page 2 of 4)
Originator Humber: LAZ-A158-144
Description of Problem-Change:

SAVE to continue; F6 = CANCEL; F8-F4 = PREU PAGE

ECP-S- DA Form 5005-R (Page 2 of 4)

This is page two of the data entry screens for entering the information to generate a DA Form
5005-R (ECP-S) for thisISM.

Fed Description

Originator Number: This field is populated automatically with the originator number
entered on the first page of the form.

Description of Enter a brief narrative describing the problem in sufficient detail to

Problem/Change: permit ready identification and evduation. Include a list of

supporting dbcumentation available for research by SD. Example:
“Balance for Unit Fund was correct. However, most financia
statements for unit fund after year end are incorrect.” The number of
characters available is 960.

Once you enter the required data on the previous screen, press <F3> to continue to the third page of
the report or press <F6> to cancel. Pressing <F3> will display the following screen.
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ECP-S (DA5B885-R) (Page 3 of 4)
Originator Humber: LAZ2-A158-144
Effect on User:

Recommended Solution-sJustification:

F3 = SAVE to continue; F6 = CANCEL; F8-F4 = PREV PAGE

ECP-S- DA Form 5005-R (Page 3 of 4)

This is page three of the data entry screens for entering the information to generate a DA Form
5005-R (ECP-S) for thisISM.

Fed Description

Originator Number: This field is populated automatically with the originator number
entered on the first page of the form.

Effect on User: Enter a description of how the problem impacts on the user.
Example: “Incorrect reports causing excessive expenditures of
resources and lost time.” The number of characters available is 420.

Recommended Solution/ Enter abrief description of the recommended solution for problem

Justification: and itsjudtification. The number of characters available is 480.

After you complete entering information on the prior screen, press <F3> to continue to the fourth

screen of the report or press <F6> to cancel. To return to previous page, press <F8/F4>. Pressing
<F3> will display the following screen.

ECP-5 (DAS58B5-R> (Page 4 of 4)
Originator Humber: LAZ-A158-144
Remarks:

F3 = SAVE to continue; F6 = CANCEL; F8-F4 = PREV PAGE
F8-F1 = PRINT; F8-F3 = XHIT to transmit

ECP-S- DA Form 5005-R (Page 4 of 4)

Fed Description

Originator Number: This field is populated automatically with the originator number
entered on the first page of the form.

Remarks: Enter relevant remarks concerning the problem and its solution. The

number of characters available is 900.

Processing options from screen 4 are as follows:
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SAVE: When you complete the problem report, press <F3> to saveit.
CANCEL.: If you decide to cancel the problem report, press <F6>.

PREV PAGE: To return to the previous page, press <F8/F4>.

TRANSMIT: If you are ready to transmit the report, press <F8/F3>. This will

present the following warning screen before transmitting.

Once you Submit a 5885-R, you will not be able to
go back and change it. You could go ahead and save it now,

then re-submit it later through °Submit ECP-5 menu option.

Press RETURH to Submit; F6 to Cancel

Press <Enter> to submit or <F6> to cancel the transmisson request.

PRINT: To produce a printed copy of the report, press <F8/F1>.
5.36.2 Control Inputs.

To fill out an ECP-S, you require the originator number (a unique ECP-Sidentifier used to track and
recal an ECP-S) and problem report date.  The originator number, which is supplied to the user
when filling out the ECP-S form, is composed of-
an AlS code
an unique site identifier
a site sequence number
Environment variables, which are set and exported in the “strtusrISM” command file in the
DAMIS runtime directory, control the following parameters:
Site sequence number that is generated and incremented automatically.
AISCODE, the identifying code assigned to DAMIS AIS
DPI Code, a unique four-digit site identifier that is preset in DAMIS at ingtalation
time
ECPDIR, indicates the path where the ECP-S input and output files are stored
ECPDB isthe ISM identifier (DAMIS).
The environment variables allow this procedure to be used with various ISM at different sites
without changing the procedure itself.
5.3.6.3  Management Information.

Use the ECP-S Originator Number for tracking and later recall of the ECP-S from the STARS. The
system keeps the sequence number portion of this number [as an American Standard Code for
Information Interchange (ASCII) string] in a file in the ECPDIR drectory that has the suffix
“.count”. The filename is the concatenation of the ISM AIS Code and the local DPI code. The
DAMIS screen banner includes the software version number, requested on the DA Form 5005-R.

5.3.6.4  Input/Output Files.

Data entered into each of the four screens for the electronic DA Form 5005-R are stored in ASCI|
text files named after the Originator Number with a screen sequence number (1, 2, 3 or 4) appended.
A directory named by the ECPDIR variable keeps these files.

5.3.6.5 Output Reports.

If aLaserPro Express printer is available and has been configured for use as a laser printer with
DAMIS (refer to Procedure 7,4,1) the print option will print a facsimile of the DA Form 5005-R,
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with the information entered. Otherwise, it will print an approximation to the DA Form 5005-R
using ASCII characters. If you choose the electronic mail transmission option, the ASCII version is
included as the text of a message with “DA Form 5005-R (ECP-S)” and the current date as the
subject. The message can be directed to any addressee accessible from the DAMIS host. The size
of the output is about two pages.

5.3.6.6  Reproduced Output Reports.

You should keep copies or originals of ECP-§(s) in an ECP-S notebook until processed. Loca
procedure may dictate how many copies should be made for distribution and tracking.

5.3.6.7 Restart/Recovery Procedures.

There are no specia restart or recovery procedures in case of a system failure. The system stores
ECP-S data in permanent files as it processes and saves each screen.

5.3.6.8  View ProblemReport/ECP-S
This option allows you to view an ECP or PR currently existing on the system. Selecting this
option from the “Problem Report/ECP-S Menu” shows the following screen.

Uiew ECP-5 (DASBB5-R) (Page 1 of 4)
*UIEUING RECORD+*
Originator Humber: PB1-A15H- Type of Report:

To: From:
ATTH:

Point of Contact: Telephone:
Title:

Priority:

ApplicationsUersion:

Executive 50 Baseline-Uersion:
Problem Date:

Job/Cycle-Program ID:

Title of Problem-Change:

F3 = SAVE to continue: F6 = CAHCEL
View — ECP-S-DA Form 5005-R (Page 1 of 4)

Enter three characters to complete the Originator Number field for the ECP or PR you wish to
view. You can press <F2> to view alist of the currently existing ECPs and PRs.

Press <F3> to view the next page or <F6> to cancel.
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Uiew ECP-5 (DAS5B885-R» (Page 2 of 4)
Originator Humber: LAZ2-H358-819
Description of Prohlem-Change:
Eraining Donna

F3 = S5AVE to continue; F6 = CANCEL; F8-F4 = PREV PAGE

ECP-S-DA Form 5005-R (Page 2 of 4)
Press <F3> to view the next page or <F6> to cancdl.

Uiew ECP-5 (DASB685-R) (Page 3 of 4)
Originator Humbher: LAZ-H3568-819
Effect on User:
Donna need to knou

Recommended SolutionsJustification:
help Donna

F3 = SAVE to continue; F6 = CANCEL; F8/F4 = PREV PAGE
ECP-S- DA Form 5005-R (Page 3 of 4)
Press <F3> to view the next page or <F6> to cancel.
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Uiew ECP-5 (DA5B8B5-R) (Page 4 of 4)
Originator Humber: LAZ-H358-828
Remarks:

F3 = SAVUE to end view; F6 = CANCEL; F8-F4 = PREU PAGE
F8-F1 PRINT;

ECP-S- DA Form 5005-R (Page 4 of 4)

The bottom of the screen shows several options from which to select. Pressing <F3> returns you
to the “Problem Report/ECP-S Menu’”.

5.3.6.9 Deete Problem Report/ECP-S.

This option will alow you to delete an ECP or PR that is currently on the system. Selection of this
option from “Add/Change/Delete ECP/PR Menu” will present the following screen.

ECP-S5 (DAS5B8B5-R) (Page 1 of 4)
* *
Originator Humber: LAZ-A158-14 Type of Report: ECP-5
To: From:
ATTH:

Point of Contact: Telephone:
Title:

Priority:
Application-Version:

Executive SU BaselinesVersion:
Problem Date:

Job-Cycle-Program ID:

Title of Problem-Change:

F3 = S5AVE to continue; F6 = CANCEL

Figure 5.3-144. Deete- ECP-S- DA Form 5005-R (Page 1 of 4)
Press <F3> to view the next page or <F6> to cancdl.

ECP-5 (DASBBS-R) (Page 2 of 4)
Originator Humber: LAZ-A158-144

Description of Problem~-Change:

SAVE to continue; F6 = CAHCEL; F8-F4 = PREU PAGE

ECP-S- DA Form 5005-R (Page 2 of 4)
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Press <F3> to view the next page or <F6> to cancdl.

ECP-5 (DASBAS5-R) (Page 3 of 4)
Originator Humber: LAZ2-A1568-144
Effect on User:

Recommended SolutionsJustification:

F3 = S5AVUE to continue; F6 = CANCEL; F8-F4 = PREU PAGE
ECP-S- DA Form 5005-R (Page 3 of 4)

Press <F3> to view the next page or <F6> to cancd.

Delete ECP-5 (DASBB5-R) (Page 4 of 4>
Originator Humbher: LAZ-H3568-828
Remarks:

F3 = SAVE to continue; F6 = CANCEL; F8-F4 = PREU PRGE
F8-F1 = PRINT;

ECP-S- DA Form 5005-R (Page 4 of 4)
Pressing <F3> will take you to the delete confirmation screen as shown.

DELETE ECP-S-PROELEH REPORT

Item(s) selected will be permanently removed from the database

Do you uwish to delete the item(s) selected?

SAVE to commit work: F6 = CANCEL

Enter <Y> for Yes or <N> for No and press <F3> to commit work. Pressing <F6> will cancel the
delete request.

53.6.10 Submit Problem Report/ECP-S.

This option will allow you to submit an ECP-S that has already been created through the
Add/Change ECP/PR procedure. Selection of this option from “Add/Change/Delete ECP/PR
Menu” will present the following screen.
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Submit ECP-5 Henu
Yersion Priority Hodified Submit

FZ = HAAK: RETURH to Subm:t: F& = Cancel
Figure 5.3-145. Submit ECP/PR

This menu contains all of the ECP-S currently on the system. If the DA Form 5005-R has already
been submitted then an Y’ will appear in the far right column. You cannot re-submit a DA Form
5005-R. To submit a DA Form 5005-R that has not yet been submitted, highlight the ECP-S and
mark it by pressng <F2>. Press <Enter> to submit or <F6> to cancel the request. Once you submit
a DA Form 5005-R, it will remain on the system for one week before you can delete it off the
system. If you have marked an ECP-S that has aready been submitted and pressed <Enter>, then
the system will display the following error message.

ERROA
The ECP LAZ-5113-136 has already been submitted on 1997-12-/23.

RETUAK to eantinue

5.3.7 DAMIS Administration Menu.

Functions on this menu are for use only by authorized functional administrators and are described in
detail inthe DAMIS SCOM, AISM 25-P6A-AVM-AIX-SCOM.

5.3.8 Installation-Specific Applications Menu.

Functions on this menu are for use only by authorized functional administrators and are described in
the DAMIS Software Center Operator Manual (SCOM), AISM 25-P6A-AVM-SOL-SCOM.

This option, if alowed, gives access to the “Installation Specific Menu” defined by the DAMIS
Administrator in the DAMIS Administration functional area.  DAMIS Administrator controls
access to this menu. Selecting option #8 from the “Master Menu” will result in the following
screen.

Figure 5.3-146. IngtallationSpecific Applications Menu

5.3.9 View Documentation/Regulations M enu.

This menu item is reserved for future development. Selection of this option from the “Master
Menu” will display the following screen.

Uiew DocumentationsRegulations Henu
. Uiew Governing Regulation (Primary)
: End User Hanual C(EH)

Implementation Procedure (IP)

Haintenance Hanual C(HHD

ISHSIS

Configuration Control Hanual C(CCH>
Functional Description (FO>

Figure 5.3-147. View Documentation/Regulations Menu
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54 RELATED PROCESSING.

This section identifies and discusses DAMIS related processes (i.e. batch, off-line, or background
processing) that must be supported by the end user. No such processes have been identified.

55 DATA BACKUP.

DAMIS backup is performed daily by an automated process. Contact the FA for additional
information about backup. Please refer to paragraph 2.3 for discussion of data backup.

5.6 RECOVERY FROM ERRORSAND M ALFUNCTIONS.
Please refer to paragraph 2.3 for discussion of recovery from errors and malfunctions.
5.7 MESSAGES.

There are warning and error messages in the system. Warning messages indicate that a problem
exists with the information entered. Error messages indicate that a problem has occurred while
processing atransaction. The user should report mgjor errorsto the FA.

Minor processing errors, such as entering an incorrect date or SSN, result in a message being
displayed. Re-enter the information correctly according to the instructions provided with the error
message.
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6 TERMSAND ABBREVIATIONS

ACSIM ... Assistant Chief of Staff for Installation Management
ADAPCP......ccoeiveeieereene Alcohol and Drug Abuse Prevention and Control Program
ADD ..o, Army Data Dictionary

AHS ..o Academy of Health Sciences

AlS e Automated Information System

AlSM ..o, Automated Information System Manud

ANSI e American National Standards Institute

ANSOC. ... Army Network and Systems Operator Center

AR oo Army Regulations

ARA e Assigned Responsible Agency

ASCI e American Standard Code for Information Interchange
BBS.....coe e Bulletin Board System

CAO ... Customer Assistance Office

CCM.iiiiiieieeeree e Configuration Control Manual

CD oot Clinica Director

CIVPER......cootriieiee, Civilian Personnel

COOP......ociiiiireeeeeeee Continuity of Operations
CPO...oiiiieieeerese e Civilian Personnel Office
CPU....ooceeereeeeeeee e, Central Processing Unit

DA Department of the Army
DAMIS....ccooiiieeere Drug and Alcohol Management Information System
DBA ..o Database Administrator

DBDD ... Database Design Description

D104 I N Defense Commercial Telecommunications Network
D]\ R Defense Data Network

DEMOB ......ccooiiieirierieens Demobilization

DISN ..o Defense System Information Network

DM oo Director of Management

[D1© ] Department of Defense

DOIM ..o Director of Information Management

DPl .o Data Processing Installation
DN Defense Switched Network
ECP-S....ooeeeee Engineering Change Proposal - Software
EDCO....ooiiiiiieee e Educationa Coordinator

SIS0 IR Embedded Structured Query Language

ETIP o Extended Termina Interface Prototype

FA o Functional Administrator

FACE. ... Framed Access Command Environment

[ TSRS Functiona Description
FOUO.....ccoiiiiiiieerecieee For Official Use Only

FP e Functional Proponent

[ D S Forensic Toxicology Drug Testing Laboratory

FTS e Federal Telecommunications System

HQDA ..o Headquarters Department of the Army

HW e Hardware

TAW ..ot In accordance with

HTS e Installation Information Transport System

ILIDB ...ooeeveeeceee e Installation Level Integrated Database
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[P Information Proponent

ISEC ... Information Systems Engineering Command

ISM ..o Installation Support Module

[SS.c Information Systems Security

I TP Ingtallation Transition Processing

LAN oot Loca Area Network

MACOM.....ccooeveeiiecieeiee Magor Command

MAIS. ... Major Automated Information System

MILPER.....ccceoeeeeeeeecieee Military Personnel

MRO......cceeeierieree e Medical Review Officer

NCOIC ... Non-Commissioned Officer In Charge of a Unit

NCSA .. Nationa Center for Supercomputing Applications

NIC..oiiieee e Network Interface Card

ODISCA......oecvecieeeeiiecien, Office of the Director of Information Systems for Command,
Control, Communication, and Computers

OCSA ..., Office of the Chief of Staff of the Army

OS.eo Operating System

OSE....ee Open Systems Environment

PA e Proponent Agent

PC.ee e Personal Computer

PCS..o Permanent Change of Station

PEKEYS ..o Programmable Function Keys

PIR oo Patient Intake/Screening Record

PM e Project Manager

PMOISM ..o Program Management Office, Installation Support Modules

POC..... e Point of Contact

PPR ...ttt Patient Progress Report

PR e Problem Report

RAM ... Random Access Memory

RAPR ..o Resource and Performance Report

RDBMS......cccooeeerenerieie Relational Database Management System

RTF oo Residential Treatment Facility

SA System Administrator

SAC.. Service Area Code

SADB ... Subject Area Database

SAFP...o e, Subject Area Functional Proponent

SCOM.....ooiiiiiiiecee e Software Center Operator Manual

SDC-W...coiiiiiiieeieresee e Software Development Center - Washington DC

SIC.e e Systems Identification Code

SIDPERS......cccoeveeeeee, Standard Installation/Division Personnel System

SIPe Software Installation Plan

SOP....ooiite e Standard Operating Procedures

SQL e Structured Query Language

SON e Socid Security Number

STAMIS ... Standard Army Management Information System

STARS ..., Status Tracking and Reporting System

STRAP ..., Structured Requirements Anaysis Planning

SUM . Software User Manual

SW.e Software
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TDA .o Table of Distribution and Allowances

TDP e Test Designated Position

UADC ... Unit Alcohol and Drug Coordinator

UIC.. e Unit Identification Code

UNIX i A multi-user operating system written by AT& T
UPC...oo e Unit Processing Code

US 2. e Unclassified Sensitive - Two

USADAOA ... U.S. Army Drug and Alcohol Operations Agency
USAISSC......c.occeeeeieceerieens US Army Information Systems Software Center
VDT Video Display Terminal
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7 AD HOC QUERY UTILITY USER GUIDE
7.1 GENERAL INFORMATION AND START-UP

7.1.1 Introduction.

The Instalation Support Modules use the ANSI-compliant version of Structured Query Language
(SQL) provided with the Oracle database management system to perform queries and produce
reports.

The standard queries and reports provided with DAMIS are usualy sufficient for most needs.
However, they may not be sufficient for your particular needs. If that is the case, you can use the
“Ad Hoc Query Utility” to create your own queries and reports.

This guide provides instructions on how to use the “Ad Hoc Query Utility”. It starts with an
overview and interface description. Then a detailed explanation of features, step-by-step procedures
and examples follows.

7.1.2 Overview.

The “Ad Hoc Query Utility” lets you perform two types of queries: Basic and advanced. Y ou do not
need to know how to use SQL to make a Basic query. Y ou specify the data you want and how you
want it to be organized, and the “Ad Hoc Query Utility” generates the SQL statements for you. O,
if you prefer, you can make an advanced query using your own SQL statements.

This guide provides instructions for the “Ad Hoc Query Utility” only. It does not explain how to
write SQL statements. If you want to write your own SQL statements for use in Advanced queries,
look at the generated statements from examples and refer to “The Oracle Guide to SQL: Tutorial.”
Throughout this guide, the “Ad Hoc Query Utility” isreferred to as“Ad Hoc Query.”

7.1.3 Ad Hoc Query Interface.

The user interface for “Ad Hoc Query” is the same as that for ISM. Refer to Section 8, “User
Interface Standards,” for a detailled description of the user interface including how to make
selections from menus, enter and edit data in forms, and move between fidds in aform. “Ad Hoc
Query” uses some specia function keys, which this guide describes.

7131 Menus.

A menu is a screen box containing two or more numbered options. To select one of the optionsin a
menu, use the arrow keys to highlight the option desired and press <Enter>. Or, press the number
of the option and then press <Enter>.

7.1.3.2  Function Keys.

In “Ad Hoc Query”, you press function keys to perform certain operations. Eight labels are
displayed, left to right, on the bottom of the screen. The text in these screen labels indicates what
function the corresponding function keys <F1> through <F8> performs at any time. The function
and screen labd that corresponds to each function key may change during processing.

The screen labels will change accordingly, but you will always find a particular function on the
same function key. Table 7-1 lists the most commonly used function keys and their screen labels.

I Table7-1. Function Keys I

FUNCTION KEY SCREEN LABEL

<F1> HELP
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<F1>

<F2>

<F3>

<F6>

<F8>

Table7-1. Function Keys
FUNCTION KEY SCREEN LABEL
<F2> CHOICES (MARK)

<F3> SAVE

<F6> CANCEL

<F8> CHG-KEYS

Pressng <F1>, when the screen label is ‘HELP,’ displays a help screen with
information about the form or menu you are currently using.

Pressing <F2>, when the screen label is ‘CHOICES,” displays a list of valid choices
for the highlighted field. You can sdlect one of the choices from the list by
highlighting it and pressing <Enter>. To highlight the choice you want, use the
arrow keys or type the first few letters of the desired choice until it is highlighted.

Pressing <F2> when the screen label is MARK lets you mark several choices you
want to select. To do this, first highlight the choice you want, then press <F2> to
mark it with a>. To highlight a choice, use the cursor control keys, or type the first
few letters of the desired choice until it is highlighted. To unmark a choice,
highlight it again then press <F2> again. When you have marked al your choices,
press <Enter> to select them.

Pressing <F3>, when the screen label is SAVE, saves all of the selections you have
made on the current screen and displays the next screen. If you press <F3> without
having filled-in al the necessary fields, you will not be alowed to continue and a
message at the bottom of the screen will indicate the problem.

Pressng <F6>, when the screen label is ‘CANCEL’ exits the current screen and
returns you to the previous screen. This operation does not save any input. In most
cases, pressing <F6> will return you to the screen or menu immediately preceding
the one currently shown. If the current screen happens to be the “Master Menu’”,
then, pressing <F6> will exit you fromthe application to the UNIX prompt.

Pressing <F8>, when the screen labdl is ' CHG-KEYS,” toggles the assignments of the
other seven function keys. When you press <F8> new screen labels will appear for
these function keys on the rectangles at the bottom of the screen indicating their new
functions. To return the function keys to their original assignments, just press <F8>
again. Print and View functions are often implemented by pressng <F8> followed
by another function key. When you have to access one of these functions, an
instructiond line at the bottom of the screen will tell you what keys to press.

For example:

F8/F1 =PRINT

This means press <F8>, then press <F1>.

7.1.3.3 Fidd Prompts.

When the cursor is on an input field, a message will appear on the *bottom left’ of the screen telling
you what action to take or what type of information is required.

7.1.34  User Input General Guidelines
When typing text into a form, just type your input and press <Enter>. All entered text is converted

7-2



Version 11.00 AISM 25 P6A -AVM -A1 X-SUM 01 December 1999

to upper case (except in afew special instances.)

If a CHOICES list is available, the word CHOICES will appear in the screen label for <F2>. Select the
choice you want and press <Enter>.

Some fields require input, while input to othersisoptional. If you do not fill-in arequired field, or
if you have incorrectly filled-in arequired field, an error message will appear.

To move the cursor to the next field, press <Enter> or <Tab>. To move the cursor to the previous
field, use the arrow keys or <Shift><Tab>.

When you have finished filling-in aform, press <F3> to continue.

7.1.4 AdHoc Query Main Menu.

“Ad Hoc Query” may be reached fromany ISM “Master Menu” by selecting the “ Peacetime Menu”
option. From there, you will find the “Ad Hoc Query” main menu option. Figure 7.1-1 shows the
“Ad Hoc Query” main menu. The following sections explain the various options in this menu.

Ad Hoc Ouery (v. 4.81)
Create a Basic Ad Hoc Quer
Create an Advanced Ad Hoc Query
Change a Saved Ad Hoc Query

Delete Ad Hoc Oueries
UieusPrint Saved Ad Hoc Ouery Results
Uieu Saved Ad Hoc OQuery Statements

Figure7.1-1. Ad Hoc Query Menu
7.1.5 Database Concepts.

A brief description of how a database table is constructed is presented here with an example to
illustrate how to make selections from the database tables. Refer to the DAMIS Database
Specifications for complete descriptions of the damis database tables. Y ou can then use “Ad Hoc
Query” to design your specific report, armed with the knowledge of how the information is
organized.

Records and fields compose a relational database table. These elements are similar to rows and
columns in a table of information. Refer to Table 7.2 for a graphical representation of a smple
database table.

Table7-2. Simple Database Table

database Fied 1 Fidd 2 Fied 3 Fied 4
[Table] [Column 1] [Column 2] [Column 3] [Column 4]

Record 1 Atwater 14456 Vine LosAngeles
[Row 1]

Record 2 Benson 2345 Oak Richmond
[Row 2]

Record 3 Benton 29T St NW Washington
[Row 3]

In the preceding example of a database table, Field 1'stitle may be Name and contain the names of
people in the database. Field 2's title may be Street, and contain their street addresses. Record 1
could be titled #001, and contain al information relating to a particular person including, as in this
example, Name, Street, City, and State.
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In “Ad Hoc Query”, you select the fields you want to print and any conditions you wish to apply to
them (for example names beginning with the letter “A” or the state equal to “CA”). You can select
and optionally sort those fields for all records that match the specified conditions and then display or
print the results.

A query comprises a specification of what fields are to be selected, in what order and how they
are to be sorted along with the conditions that apply to selecting records. With “Ad Hoc Query”,
gueries you create can be named and saved so you can execute them and display or print the
results later. You can modify a saved ad hoc query at any time.

7.2 CREATE A BASIC ADHOC QUERY

To create a “Basic Ad Hoc Query”, use the procedures described in this section. Select option #1,
“Create aBasic Ad Hoc Query” from the “Ad Hoc Query” main menu. The “Basic Ad Hoc Query”

screen will appear.

Basic Ad Hoc Quer
Query Hame: ##% HEU OUERY =%

Type of Ouery: SELECT ALL

Fields:

Sort Fields
Order : Ascend/Descend:
Order : Ascend/Descend:
Order : Ascend/Descend:

Order : Ascend~Descend:
Order : Ascend/Descend:
Order : Ascend/Descend:
Order : Ascend/Descend:
Order : Ascend/Descend:

F3 = SAVE to continue; F6 = CANCEL;
F8-F5=5ET ORDR; F8-F6=SET TBLS5:

Figure 7.2-1. Basic Ad Hoc Query screen
Later paragraphs describe the function key actions listed at the bottom of the screen.
7.2.1 Fieldson theBasic Ad Hoc Query Screen.
This section discusses the screen fields in the order that they appear on the screen.

Fed Description
Query Name: The “Query Name” is the name that you will use for later reference

to the query. Notice that all new queries start with the name * NEW
QUERY *. When you save the query, you may give it a more
specific name. (Refer to paragraph 7.2.5).

Type of Query: The “Type of Query” specifies the kind of information you wish to
sdect from the database. Note that SELECT ALL is the default
value. Press <F2> to get a list of choices. The choices shown in
Table 7-3 areavailable.

Table7-3. Typesof Queries

VALUE OPERATION

SELECT ALL Select all records and fields specified. (Thisisthedefault).

SELECT UNIQUE | Select unique records only. If multiple record types with duplicate
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Table7-3. Typesof Queries
VALUE

OPERATION

information exist, this selects only one of each unique type. Thisis useful if
you want to list the different kinds of values without printing every value.

SELECT COUNT

Show acount only of records found. (Includes duplicates).

SELECT UNIQUE
COUNT

Fields:

Order By:

Ascend/Descend:

Show acount only of unique columns found. (Does not include duplicates).

“Fields’ specifies what fields (columns) are to be selected from the
overal set of database fields by the query. Press <F2> to get a
complete list of available fields and a brief description of each. Then
indicate the fields you want to select by moving the highlight bar to
the desired choice and pressing <F2> to mark each desired field for
the query. Once you have marked the field choices for your query,
press <Enter> to return to the “Basic Ad Hoc Query” screen. If you
choose more than one field, an asterisk will appear in the “Fieds’
field.

Refer to paragraph 7.3.1.1 for details about more ways to mark
fields. Paragraph 7.3.1.2 describes how to set the order that your
selected fields appear in the query. Paragraph 7.3.1.3 explains how
and when to specify the table to search for a particular selected field.

The “Order By” fields (“Sort Fields’) alows you to specify how to
organize (sort) the results of your query. Entering data into these
fields is optiona. To organize your report, position the cursor at the
first “Order By” field and press <F2> to get a list of the fields you
previoudy selected for your query. Highlight the field you want to
sort by first and press <Enter>. To do multi-level sorting, enter more
sort fields on subsequent “Order By” lines.

Each “Ascend/Descend” field corresponds to an “Order By” field
and specifies the direction of the sort for the “Order By” field. The
default is to sort from lowest to highest (ascending). Entering data
into these fidlds is optional.

When you have completed making the “Basic Ad Hoc Query” screen ertries, press <F3>. This will
display the Basic Ad Hoc Conditions screen.

7.2.2 Fieldson theBasic Ad Hoc Conditions Screen.

This screenlets you specify selection conditions for the fields you selected for your query. Entering
data into the fields in this screen is optional. Later paragraphs describe the function key actions
listed at the bottom of the screen.
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Fidd
Field:

Condition:

Vaue

And/Or:

Ouery Hame: ##% HEW OUERY s

WHERE

Field:
Value:

Field:
Value:

Field:
Value:

Basic Ad Hoc Query Conditions

Condition:

And-/0r __

Condition:
And/0Or _

Condition:

F3=5SAVE Query; F6=CANCEL; F8-F1=PRINT Query Results
F8-F2=VIEW Ouery Results; F8-F3=VIEUSTHT Vieuw Query Statement
F8-F4=PREU FRH; FB-F5=PG UP; F8-F6=PG DOUN;

And-/0r __

Description

Use the “Field” field to specify which field in your query to apply a
selection condition to. Pressing <F2> gives you a list of your
previoudy selected fields to choose.

For example, if you have sdlected individual name as one of the
fields in your query, you may want to print only individual names
beginning with the letter “S’. To do this, enter the individual name
fiedd in this data entry field, then specify the condition in the
“Condition” field.

“Condition” is the type of condition (such & equal to, like greater
than, less than) to apply to a selected field element. Press <F2> to
get aligt of choices. The operators LIKE and NOT LIKE should be
used when the field contains aphanumeric data (such as a name).

The operators = and <> (equal and not equal) should be used when
the field contains numeric data only. If you don’'t know the type of a
field, assume it is numeric.

NOTE: Asondl CHoICES lists, the currently highlighted option
appears with a > on the left side. This might be confusing for this
particular list since the = will appear as >= when it is highlighted.

(Optiona field). “Vaue® is the value to compare the field to. This
can be afull value such as a name or number, or a partial value, such
as aletter. It may aso be the name of another field. When comparing
character vaues, lower case is consdered greater than upper case
(for this reason, the input in this field is not converted to upper case).

IMPORTANT: “Ad Hoc Query” automatically puts quotes around the
value you enter in this field, so you should never put quotes around
your “Vaue'.

(Optional field). Use this field only if you are specifying more than
one condition. If you want each condition to be met, type “A” for
“AND” and press <Enter>. If you want any condition to be met,
type“O” (for “OR”) and press <Enter>.

IMPORTANT: Currently, you cannot group logical conditions using
“Basic Ad Hoc Query”. This means you cannot combine “AND”
and “OR” conditions or specify which conditions are applied first. To
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do that, you must use “Advanced Ad Hoc Query” instead.

7.2.3 UsingtheBasic Ad Hoc Query Screen.

Figure 7.2-2 shows the “Basic Ad Hoc Query” Screen. Paragraph 7.3.1.2 describes the SET ORDR
function. Paragraph 7.3.1.3 describes the SET TBLS function.

STEP 1

STEP 2.

STEP 3.
STEP 4.

STEPS.

STEPG.

STEP 7.

Basic Ad Hoc Quer
Ouery Hame: adhoc

Type of Query: SELECT ALL

Fields: AAR_FLAG i ADMINSTRATIVE ADJUSTHENT REPORT FLAG (F=

Sort Fields
Order By: AAR_FLAG ; ADHINSTRATIVE ADJ Ascend-Descend:

Order : Ascend/Descend:
Order 3 Ascend/Descend:

Order : Ascend/Descend:
Order : Ascend/Descend:
Order : Ascend/Descend:
Order : AscendDescend:
Order : Ascend-/Descend:

F3 = SAVE to continue; F6 = CANCEL;
F8-F5=5SET ORDR; F8-F6=5ET TBLS;

Figure 7.2-2. Basic Ad Hoc Query Screen

Select option #1, “Create a Basic Ad Hoc Query”, from the “Ad Hoc Query” main
menu. The “Basic Ad Hoc Query” screen will appear. Notice that al new queries
start with the name “NEw QUERY”. When you save the query, you give it a unique
name.

To change the value of the “Type of Query” field, go to STEP 2. If the default
value iswhat you want, go to STEP 3.

Check type of query (required field). Default is “SELECT ALL”. If you want to
keep this value, go to STEP 3. If you want to change it, move the cursor from the
“Fields’ input field and press <F2> to list available choices. Select the desired value
and press <Enter> to fill-in the field. Press <Enter> again to moveto “Fields’.

Enter “FIELDS’ input (required field). Press<F2> to lig fidds.

Mark the fields you want to select. To do this, first highlight the field you want,
then press <F2> to mark it with a >. To highlight a field, use the cursor control
keys, or type the first few letters of the desired field until it is highlighted. To
unmark a field, highlight it again and then press <F2> again. Refer to Paragraph
7.3.1.1 for advanced field marking options.

When done marking fidds, press <Enter> to return to the “Basic Ad Hoc Query”
screen. If you marked more than one field, an asterisk will appear in the “Fields’
input field. Press <Enter> again to go to the first “Order By” field in the * Sort
Fields’ area

Enter “ORDER BY” input (optiona field). To list valid choices, press <F2> to ligt
the fields you marked in STEP 4. Highlight the field you want to sort by and press
<Enter> to place it into the “Order By” field. Press <Enter> again to move the
cursor to the corresponding “Ascending/Descending” field.

Enter “ASCENDING/DESCENDING” input (optiona field). Type “A” for ascending
adpha-numerica order, or “D” for descending apha-numerical order, then press
<Enter>. Ascending is the default vaue.
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STEP 8. Enter additional “ORDERBY” input by repeating STEPS 6 & 7 for each one.

STEPO. When done, press <F3> to go on to the next screen (Basic Ad Hoc Conditions).
Input to this screen is optional.

To skip Ad Hoc conditions, press <F3> without entering any conditions. This will
display the “Save Ad Hoc Query” Screen described in paragraph 7.2.4.

7.2.4 Usingthe Basic Ad Hoc Query Conditions Screen.

This screen lets you specify conditions for fields you chose for your query. It also provides
access to other “Ad Hoc Query” functions as described in Section 3.

Basic Ad Hoc Query Conditions
Ouery Hame: ##+ HEW OUERY s##*

UHERE

Field: Condition:
Value:

And/0r _

Field: Condition:
Ualue:
And-/0r _

Field: Condition:
Value:

And-0r _

F3=SAVE QOuery; FB6=CAHCEL; F8-F1=PRINT Query Results
F8-F2=UIEW Query Results; F8-F3=UIEWSTHT View Query Statement
F8-F4=PREV FRH; F8-F5=PG UP; FB-F6=PG DOUHN;

STEP 1 Specify the field to apply conditionsto. Press <F2> for alist of previousy selected
fields; highlight field and press <Enter>.
STEP 2. Specify the condition to apply to the field. Press <F2> for alist of valid conditions.

Highlight the desired condition and press <Enter> to accept it. Highlighted options
have > next to them; don’t confuse it with a condition character.

STEP 3. Specify the value you want to compare the field to. Do not use quotes. Press
<Enter> to accept it. This can be a full vaue, such as a name or number, or partia
value, such as a letter. 1t may aso be the name of another field. When comparing
character values, lower case values are considered greater than upper case values.

STEP 4. Specify the AND/OR condition (optional field). Use this field only if you are
specifying another condition. If you want each condition to be met, type “A” for
“AND” and press <Enter>. If you want any condition to be met, type “O” for “OR”
and press <Enter>.

STEPG. Press <F3> to display the “ Save Ad Hoc Query” Screen.

7.25 Usingthe Save Ad Hoc Query Screen.

This screen lets you save a query for later use, rename a query previously saved and optionally,
make the query public.
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Save Ad Hoc Quer

OQuery Hame:

Rename This Query?HO
Hew Hame:

Comments:

Ouery saved: 1998-81-B82 Hake this Query Public? _

F3 = SAVE to continue; FB& CANCEL

7.25.1 ToEnte aNew Name.
Use this procedure to save a newly created ad hoc query under a unique name.

STEP 1 Enter name for the query on the “Query Name” field and press <Enter>. The name
you choose should be unique. The cursor will move to the “Comments’ field.

STEP 2. Enter any comments. These comments will appear with the name later in a choices
list when browsing saved queries. When done, press <F3>.

STEP 3. Enter <Y> or <N> at the “Make this Query Public?’ field. If you enter <N>, only

you can run or modify the query. If you enter “Y” others will be able to use run and
modify the query. Y ou can change this later, if you choose.

STEP 4. When done, press <F3>.

User Defined Header
Header to be printed on the report:

SAVE to commit work; F6 = CRAHCEL

7.25.2  ToChangethe Saved Name of a Query.
Use this procedure to change the name of a query that you have just saved.

STEP 1. Answer the“RENAME THISQUERY?” fidd. Default is“NO”. Press <Y><Enter>.
The cursor will move to the “New Name’ fidd.

STEP 2. Enter new name for this query and press <Enter>. The cursor will move to the
“Comments’ field; add any new comments.

STEP 3. Enter any comments. These comments will appear alongside the query name later
when browsing saved queries. When done, press <F3>.

STEP 4. Enter <Y> or <N> at the “Make this Query Public?’ field. If you enter <N>, only

you can run or modify the query. If you enter <Y> others will be able to use run and
modify the query. Y ou can change thislater, if you choose.

STEPS. When done, press <F3>.
7.3 BASICADHOC QUERY FUNCTIONS

7.3.1 Functions Accessible from the Basic Query Screen.

While you are creating a basic query, several enhanced functions are available via function keys
from the “Basic Ad Hoc Query” Screen. Paragraphs 7.3.1.1 through 7.3.1.3 describe them.

7311 Mark Fiddsfor aBasic Query (Advanced).
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While marking fields, you can take advantage of advanced marking capabilities provided by “Ad
Hoc Query”. The following explains these options.

F1 MARK ALL Mark (select) al items.

F2 MARK Mark or unmark highlighted item.

F3 MARK UpP Mark al items from the current one to the top of the list.

F4 MARK DOWN Mark al items from the current one to the bottom of the list.

F5 INTERVAL Mark arange of items. To perform this option, mark the item at the

top of adesired range of items (using <F2>) and mark the item at the
bottom of the desired range. Then, press <F5> and al items in the
range will be marked.
F6 PATTERN Mark items that fit a certain pattern. A prompt asks, for a pattern to
search.  Input into this prompt is case sensitive. To search for a
pattern, type in a letter string followed by the * character. For
example, type MED* to mark dl items that start with MED, or type
* MED * to mark all items that contain the letter string MED.
F7 SWAP Mark al itemsthat are currently unmarked and unmark al items that
are currently marked.
Refer to the Section 8, “ISM Standard User Interface” for more details about selecting items
from lists and menus.

7.3.1.2  SettheOrder of Fiedsin aBasic Query.

Use the following procedure when creating a “Basic Ad Hoc Query” to set the order that the
selected fields appear in the results of your query.

STEP 1. Select the Set Order optionby pressing <F8> followed by <F5>.

STEP 2. Highlight the field you want to appear first (by using the arrow keys) and press
<Enter>.

STEP 3. Highlight the field you want to appear next and press <Enter>.

STEP 4. Repeat Step 3 until you are satisfied with the order of the data elements.

STEPS. Press <F8/F3> to save the fidd order and return to the “Basic Ad Hoc Query”
screen.

IMPORTANT: The system will display in a random order the fields for which you do not specify
the display order.

7.3.1.3  Settingthe Search Tablesin aBasic Query.

When the same database field is present in more than one table, “Ad Hoc Query” chooses one of
these tables as the default search table. This option is needed to set the search table in those cases
when the default search table is not what you intended. This situation would arise in the following
example:

You want to create a report of a soldier family member names with the family member’s SSN
displayed alongside each name. First, you select the fields you want to query individual name
(for name of family member) and individual family member SSN. The problem is that the
individual name field is present in two different tables: “individual” and “individual association.”
To generate a query of family member names, the query must search the individual association
table but not the individual table. Since Ad Hoc Query by default searches the “individual”
table, which contains the soldier’ s names, you must override the default for this field and set it to
search the “individual association” table instead.
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Use the following procedure when creating a“Basic Ad Hoc Query” to set which database tablesto
search when sdlecting fields in your query.

STEP 1 Press <F8/F6> to select the Set Tables option. A browse menu containing the fields
in your query along with their current search table will appear.

STEP 2. Highlight the field whose search table you wish to change (using the arrow keys)
and press <Enter>. A CHOICES menu consisting of the possible search tables will
appear.

STEP 3. Highlight the desired search table (using the arrow keys) and press <Enter>. You

will return to the browse menu in STEP 2.

STEP 4. Repeat Steps 2 and 3 until you have specified the desired search tables for your
query fidds.

STEP5. Press <F8/F3> to save, the search tables and return to the “Basic Ad Hoc Query”
screen.

7.3.2 Functions Accessible from the Conditions Scr een.

After you have created a basic query, severa functions are available via function keys from the
“Basic Ad Hoc Query Conditions” Screen. Paragraphs 7.3.2.1 through 7.3.2.6 describe them.

7.3.21  Print Ad Hoc Query Results.
To print the report to a printer--

STEP 1. Press <F8/F1>. A User defined header screen will appear.

STEP 2. Enter a title to put on the query results and press <F3>. A message [Generating
Report ... ] will appear followed by the Print Destination Screen.

STEP 3. Specify the number of copies you want, the printer class, and printer name. Press
<F2> for ligts of valid printer classes and names.

STEP 4. When done, press <F3> to print or <F6> to return to the “Basic Ad Hoc Query”
screen.

7.3.22 View Ad Hoc Query Results.
To display the results of your query--

STEP 1. Press <F8><F2>. As your query is being performed and the results compiled, a
[Generating Report ...] message will appear.
STEP 2. Move to the next page of the report, once it appears, by pressing <Enter>.

IMPORTANT: Report-viewing is done via a file-browsing utility that lets you do
things like search for patterns and move backward and forward through the report. If
you are comfortable moving through files, use the browse commands. Press
<h/Enter> to display alist of these commands.

STEP 3. Press <g/Enter> to exit the display and return to the previous screen.
7.3.2.3 View Ad Hoc Query Statements.

To view the SQL statements of the current “Ad Hoc Query”, press <F8/F3>. This lets you see the
SQL statements that are generated by “Basic Ad Hoc Query”. Y ou can use this information to learn
how SQL isused and can copy SQL code for use with “Advanced Ad Hoc Query”.

7.3.24 ReturntoBasic Ad Hoc Query Screen.
To return to the “Basic Ad Hc Query” Screen, press <F8/F4>. You can then make further
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modificationsto the query.

7.3.25  Scroll Query Conditions Up.

To scroll the current display of query conditions up toward the beginning, press <F8/F5>.
7.3.26  Scroll Query Conditions Down.

To scroll the current display of query conditions down toward the end, press <F8/F6>.
7.4 OTHERAD HOC QUERY OPTIONS

Y ou can access the functions described in this section from the “Ad Hoc Query” main menu. To
create a“Basic Ad Hoc Query”, refer to Section 7.3.

7.4.1 Createan Advanced Ad Hoc Query.

To use “Advanced Ad Hoc Query”, press <2/Enter>. The “Advanced Ad Hoc Query” screen will
appear.

Advanced Ad Hoc Ouer
OQuery Hame: s##+ NEW OUEBRY ##=

F8~F1=PRINT; F8-F2=VIEW; F3=5ave Advanced Query; FB=CANCEL

This screenfunctions similarly to the “Basic Ad Hoc Query” Screen. No help is available and you
must write your own SQL statements.

To print your advanced query, press <F8/F1>.

To viewyour advanced query, press <F8/F2>.

To scroll up your advanced query, press <F8/F6>.
To scroll down your advanced query, press <F8/F5>.

7.4.2 Changea Saved Ad Hoc Query.

To change a query you have already saved, press <3/Enter>. A list of all saved queries will appear
on-screen.

Change a Saved Adhoc Query
Query Hame Ouery Type QOuery Rccess
Basic Private

Highlight the query you want to edit and press <Enter>. The appropriate “Ad Hoc Query” Screen
(Basic or Advanced) appears with the query dready filled in. Make any changes you wish.
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7.4.3 Delete Ad Hoc Queries.
Use this procedure to del ete a saved query.

STEP 1 List saved queriesby pressng <4/Enter>. A list of al saved queries will appear o+
screen.

Delete Ad Hoc Queries
Query Hame Query Type User Id
guer Public bellamym

guery2 Public bellamym

test Public bellamym

test query 1 Public bellamym
This query joins 2 tables ssn’s.

Count Individual Transfer out Public cif
This gquery will count the Hational stock number for all LTO
and the count is the quantity of items(HSH).

Date range for DX totals Private cif
DX currently as of 11-26/96 does not keep track of single

F2 = HARK to select: RETURH to commit; F6 = CAHCEL

STEP 2. Mark the queries you want to delete.

STEP 3. Press <Enter>. A screen will appear asking if you are sure you want to delete the
marked item(s).

Delete A Saved Quer

Item(s) selected will bhe permanently removed from the database
Do you wish to delete the item(s) selected? _

SAVE to commit work; F6 = CANCEL

STEP 4. Press <Y> in response to the prompt and press <F3>. The marked item(s) will be
deleted.

744 View/Print Saved Ad Hoc Query Results.
Use this procedure to view or print a query you have already saved.
STEP 1 Display the View/Print Saved Ad Hoc Query Results screen by pressing <5/Enter>.

Uiew Print Saved Ad Hoc Ouery Results

Ouery Hame:

F&~F1 = PRINT; F8-F2 = UIEM; F6 = CANCEL

STEP 2. Enter the name of the saved query you want to view, or print, or press <F2> for a
ligt; highlight the one you want to run, and press <Enter>. This will insert the name
into the “Query Name” field.

STEP 3. To view the query, press <F8/F2>. Refer to paragraph 7.3.2.2 for information
about viewing a query.

STEP 4. To print the query, press <F8/F1>. Refer to paragraph 7.3.2.1 for information
about printing a query.
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745 View Saved Ad Hoc Query Statements.

Use this procedure to view the SQL statements of a saved “Ad Hoc Query”. This option lets you
see the SQL statements that result from automatic generation of your saved SQL query. You can
use this information to learn how SQL is used and to copy SQL code for use with “Advanced Ad
Hoc Query”.

STEP 1 List saved queries by pressing <6/Enter>. A box listing the saved ad hoc queries
will appear.

View Saved Ad Hoc Ouery Statements
Ouery Hame Ouery Type Ouery HAccess
>Count Individual Transfer out Advanced Public
This guery will count the Hational stock number for all LTO
and the count 1s the quantity of items({HSH).
Haster Location - Ft. Stewart Basic Public

Search for lin 182 Advanced Public
Search for lin 182 for dueouts

Temp Loan/Hame - Ft. Stewart Basic Public

adhoc Basic Private
none

bdu dx Advanced Public
for bdus on polk

Highl ight your selection and press RETURH

STEP 2. Highlight the query name you want to view and press <Enter>. The SQL
statements will appear on-screen.

STEP 3. When done viewing, type <g/Enter> to return to the “Ad Hoc Query” menu.
7.5 ADHOC QUERY SAMPLES

This section demonstrates how to make some sample reports using “Basic Ad Hoc Query”. This
is not intended to be an extensive tutorial. You are urged to substitute any fields you want for
the ones shown in the examples. In so doing, you will find how easy it is to create ad hoc
gueries. Remember the database is not atered in any way when you create or run an ad hoc

query.
7.5.1 Creating and Manipulating Simple Reports.
7511 Createa SmpleReport.

Use the following procedure to create a simple report that contains three columns of data, sorted by
the data in the first column.

STEP 1. Select option #1, “Create a Basic Ad Hoc Query”, from the “Ad Hoc Query” main
menu. The“Basic Ad Hoc Query” screen will appear.

STEP 2. Enter “FIELDS” input (required field). Press <F2> to list fields.

STEP 3. Mark thefields shown below. To do this, first highlight the field, then press <F2>
to mark it.

BIRTH DT IND_SSN RANK
If one of the filds shown above is not in your field list, mark some other smilar
fied.

STEP 4. When done marking fidds, press <Enter> to return to the “Basic Ad Hoc Query”
screen. An asterisk will appear in the “Fields’ input field. Press <Enter> again to go
to the first “Order By” fidd in the Sort Fields area.

7-14



Version 11.00 AISM 25 P6A -AVM -A1 X-SUM 01 December 1999

STEP 5. Enter “ORDER BY” input. Enter the BIRTH_DT field here. Press <Enter> again
to move the cursor to the “ Ascending/Descending” field.
STEP®G. Enter “ ASCENDING/DESCENDING” input. Type “A” for ascending order, then
press <Enter>.
STEP 7. When done, press <F8/F2> to generate areport for screen viewing.
RESULTS. Notice that the dates are in ascending order, as you specified.
NOTES: 1 The columns are output in apparently random order because
you did not use the SET ORDR option (paragraph 7.3.1.2) to
st the order of the fields in the output columns.

2. If information was not displayed in your report, it is probably
because no data existed that matched your query. Recheck
your query carefully if you think thisis an error.

STEP 8. When finished reviewing the report, press <F3> to go to the “ Save Ad Hoc Query”
Screen.  Then save it, as described in paragraph B.2.5 and return to the “Ad Hoc
Query Conditions’ screen.

75.1.2  Select aRangeof Valuesfor Dates.

Use the following procedure to select a range of values for the report you created in paragraph
7.5.1.1. Thisexamplewill list only those with dates between 1 January 1960 and 1 January 1963.

STEP 1. Enter “FIELD” data. Type “BIRTH_DT” <Enter>. (Or, press <F2> to list the
fieldsand select BIRTH_DT.)

STEP 2. Enter condition. Type “>* and press <Enter>. Or, press <F2> for a list of
operators, move the highlight to “> greater than”, and press <Enter>.

STEP 3. Enter “VALUE” data. To list the dates after 1 January 1960, type 19600101 and
press <Enter>.

STEP 4. Enter AND/OR data. Press <a><Enter> to populate this field with “AND”.

STEP 5. Enter “FIELD” data. Enter “BIRTH_DT” asyou did in STEP 3.

STEPG. Enter condition. Type“<" and press <Enter>.

STEP 7. Enter “VALUE’ data. To list the dates before 1 January 1963, type 19630101 and
press <Enter>.

STEP 8. Press <F8/F2> to generate your report for viewing on-screen.

RESULTS. When the report appears, notice that the first column of data contains
the “BIRTH_DT” values.

Unlike the previous report, which showed every value, the dates shown range between the dates
that you entered. This is because you placed conditions on the query using the “Basic Ad Hoc
Query” Conditions screen.

75.1.3  Sdect aRangeof Valuesfor Names.

The procedure given in paragraph 7.5.1.2 shows how to place conditions on the output so you
can control more precisely, what information is reported. Here are two other examples that use
conditions to specify various ranges of values.

75.1.4  Searchfor Nameshy First Letter.
This procedure is based on the sample report shown in paragraph 7.5.1.2. This sample lists al
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vauesin the LASTNAME field that begin with the letter S.

STEP 1. Enter “FIELDS” data in the “Basic Ad Hoc Query” screen. Use “LASTNAME’ as
the “Fields’ input. (To unmark any marked field, highlight it and press <F2>).

STEP 2. Enter “ORDER BY” value. Place “LASTNAME’ into the first “Order By” input field,
and press <Enter>. Choose “Ascending’.

STEP 3. Press <F3> to display the Basic Ad Hoc Conditions screen.

STEP 4. Enter values. In “Fied 17 enter “LASTNAME’. In the “Condition” field, enter

“LIKE”. In the “Vaue' fied, enter “S%”. The “%” is a specia “wildcard”
character that matches any number of characters.

STEPS. Press <F8/F2> to generate and display the report.
7.5.1.5  Search for Nameswith Alternate Spellings.

This query searches for al LASTNAME values that are spelled a certain way (“Anderson” or
“Andersen’, in this case).

STEP 1. Enter “FIELDS” data in the “Basic Ad Hoc Query” screen. Use “LASTNAME’ as
the “Fields’ input. (To unmark any marked field, highlight it and press <F2>).

STEP 2. Enter “ORDER BY” value. Place “LASTNAME’ into the first “Order By” input field,
and press <Enter>. Choose“Ascending”.

STEP 3. Press <F3> to display the Basic Ad Hoc Conditions screen.

STEP 4. Enter values. In “Field 17 enter “LASTNAME’.  In the “Condition” field, enter

“LIKE". In the “Value® fidd, enter “ANDERS N”". The “_" is specia wildcard
character that matches any one character.

STEP5. Press <F8/F2> to generate and display the report.
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8 ISM USER INTERFACE STANDARDS

The ISM applications have been designed and written to be consistent in the way in which they
are accessed and used. The method of use or ‘interface’ with the ISM was designed using the
Extended Terminal Interface Prototype (ETIP). This development tool has made the use of the
applications standard throughout each ISM. A standard interface provides the user with
consistency ortline help, menus, function keys, and prompts to assist the user at each step
throughout the application. The interface standard is easy to use if learned once for an
application, the learning process for additional applications will be minimal.

8.1 SCREEN LABELED FUNCTION KEYS(SLK)

Notice the indication of eight (8) keys at the bottom of the terminal screen. These eight (8) keys, the
Screen Labeled Function Keys (SLK), correspond to the F1 through F8 function keys on the
keyboard. They will always appear at the bottom of the screen as long as the terminal being used
supports function key labeling. (If the terminal being used does not support function key labeling,
then the space at the bottom of the display will be used.) In place of the actua key label, the system
will show aword(s) to indicate the current options available and what actionyou will take when you
pressthat key.

There are two sets of SLK. The first set contains the functions used most commonly while in an
ISM application.
_HELP NCHOICES | SAVE Jf | [ CHD-HEHU
Figure 8.1-1. Screen Labeled Function Keys(l)

Thisisthe set of SLK displayed when first entering an ISM. The functions available viathese SLK
are:

F1HELP display HELP

F2 PREVPAGE display previous page of current text
F3NEXTPAGE display next page of current text

F6 CANCEL Cancel the operation and return to previous screen
F7 CMD-MENU not active in ISM applications

F8 CHG-KEYS switch to second set of SLK

All SLK options always occur on the same key. For example, CANCEL will aways appear on
the F6 key. Other commands that may appear on the first set of SLK include:

F1PRINT Print the requested report

F2 VIEW View the requested report

F2 CHOICES Access a sdlection list of possible choices. Use this for
selecting and inserting avaue into afield when filling out a form.

F3 SAVE Proceed with operation. The exact meaning of this option is aways

gpelled out on the screen. In general this is used to indicate that the
pending operation is to be performed or in case of forms that the data
entered should be processed.

Pressing the SLK labeled CHG-KEY S will display a second set of SLK. Pressing CHG-KEY S
repeatedly will toggle between the first and second set of SLK.

Figure 8.1-2. Screen Labeled Function Keys (11)
The functions available viathese SLK are:
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F7 FRM-MGMT Access the Frame Management Menu
F8 CHG-KEYS Toggle between first and second set of SLK
Other commands that may appear on the second set of SLK include:

F1PRINT Print the requested report
F2 VIEW View the requested report
F3XMIT Transmit the requested report

The Frame Management Menu is accessible at al times and provides the following options:

Table8-1. Frame Management Menu Options
OPTION DESCRIPTION

List the open frames. Displays a list by name of all the frames currently displayed on the
screen. If aframeis selected from thislist, the selected frame becomes the active frame.

Move the active frame. Allows you to relocate the active frame to another position on the
display. This adjustment of position istemporary and only effects the current frame.

Reshape the active frame. This alows you to change the length or width of the current
frame within certain limits. This adjustment of shape is temporary and only effects the
current frame.

refresh Refresh the display. This option is useful when the display becomes garbled for any
reason.

Color Set Color Attributes. This option displays a form that allows you to select and set your
Attributes color preferences for various aspects of the display. These settings are permanent but can
be changed at alater time.

The SLK will help you make selections, process form entries, and access additiona information
needed to complete forms for processng.

82 HELP.

Help is aways available by pressing the SLK labeled HELP. Help consists of one or more full
screen text boxes that contain background, explanatory and “how to” information. The Help text
displayed when you press the HELP SLK will depend on where you are in the application that you
areusing. For example:

The ‘HELP displayed, while you are at the starting point will contain general information about the
ISM and specific information about the menu selection that you have highlighted at the time you
have pressed the HELP SLK.
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HELF-Feacetime Henu CH)

wkkdkdd bbb kddkik USING THLIS HELP FUHCTIOH sk sddsdnbrbnbiis
To move through this HELP text (or any multi-page HELP
text), use the keys:

F2 = PREU PRGE to go back one page
F3 = HEXT PRGE to go foruard one page
cursor douwn arrcu to go down one line
cursor up arrow to go up one line

To proceed with the DAHIS application, press RETLURH
To cancel the DAHLIS application, press FG6

wnkdbdbdpbphgbsdsisd EHD OF GEHERAL HELP ok dichoe shobech doh o cb oo o s de s o o

Figure 8.2-1. HELP Screen

The HELP displayed while a form is on the screen will contain an explanation of the overall
form and often will show detailed instructions regarding each field in the form. Each ‘HELP
screen will have additional instructions at the bottom of each screen indicating any further
actions that can be taken while using HELP. You can see the examples of this in accessing the
HELP when the initial ISM “Welcome to” screen appears upon logging on to your system.
Notice the highlighted instructions and the corresponding SLK for moving around in the HELP
text. The shaded scrollbar on the right hand border of the screen will indicate with small vertical
arrows if there is text before or after the current page.

Please note that you can accomplish the access to the ISM applications through different
methods. These instructions are based on the use of the AT&T 605 terminal. If you are using
another type of terminal or terminal emulation software to access the ISM applications, you may
not be able to use the SLK as mentioned. In such cases, you may have to use Alternative
Keystrokes. This table should help, if not, see your System Administrator.

Table8.2. Alternate Keystrokes (l)

Keys Alternative Keystrokes Function

F1 through F8 Control-F 1 through Control-F 8 Screen Labeled Keys
Beg Control-B Display thefirst page

End Control-E Display thelast page

Down Arrow or Scroll Down Control-D or Control-F D Scroll the display down by one
quarter of apage

Up Arrow or Scroll Up Control-U or Control-F U Scroll the display up by one
quarter of apage

Page Up Contral-V Scroll up apage

Page Down Control-W Scroll down a page

8.3 MENUS:

Menus are another feature of the standard user interface. Menus are shown and choices are made
from these menus to move around in the application. Menu selections do not have to be accessed in
the order that they appear. There are several ways to move through a menu and each menu that
appears will have smple ingtructions to follow that will appear at the bottom of the screen.

One way to move through a menu is to use the UP and DOWN ARROW keys. Using these keys
you can move the highlighted bar up and down the menu. Pressing the DOWN ARROW while at
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the last selection in the menu will result in the highlight bar moving to the first menu selection. The
reverse is true for using the UP ARROW while the highlight bar is at the first choice.

Additiondly, you can access the menu items by typing in the key corresponding to the first
character (usualy a number) in the line that contains the choice. For example, when a menu
appears on the screen, the highlight bar usually appears at the first choice. If you want to select the
eighth (8th) item in the menu, press the 8 key on the keyboard. The highlight bar will move directly
to that item. If you move the highlight bar in this manner, and decide not to make that particular
selection, you must use the UP and DOWN ARROW keys to move the highlight bar further.

Another type of menu that the 1ISM applications will have, isthe CHOICE menu. These choices are
not always numbered and they often contain text on each line. When these menus are displayed, the
first character access method can be used with the added feature of being able to continue typing in
characters until a specific match has been found. The termina will beep if there are no other
matches to the character sequence that has been entered. You can access menus by additiona

methods, depending upon the type of menu that appears. Y ou may use the Alternative Keystrokes.

Table 8.3. Alternate Keystrokes (I1)

Alternative Keystrokes Function

Next Control-N Movethenextitem

Prev Control-P Moveto the previousitem

Down Arrow Control-D Movedown

Up Arrow Control-U Move Up

Beg or Home Control-F B or Control B Moveto thefirstitem

End or Home Down Control-F E or Control E Movetothelast item

8.4 FORMS.

Forms are another feature of the standard user interface. Forms are displayed and data entered into
and displayed from the application using the various fidd of the form. A form may consst of a
single screen or may consist of a number of screens. The data entered into the fields in aform does
not update the application until you press the <F3 SAVE> key at the completion of the form. Then
the system updates all the fields a once. The fields in a form do not have to be accessed in order.
There are severa ways to move between the fields in a form and each form that appears will have
smple instructions to follow thet will appear at the bottom of the screen. You may use the
Alternative Keystrokes.

Table8-4. Alternative Keystrokes for Selecting Fields
Ko Alarmaive Keysrokes

NEXT or TAB Control-N or Contral-1 Moveto the next field
PREV or SHIFT-TAB Control-P or Control-T Moveto the previousfield
BEG Control-B Moveto thefirst field

END Control-E Movetothelast field
Down Arrow Control-D Move down to the next field

Up Arrow Control-U Move up to the previousfield
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You may be able to edit the data entered into the field. The application edits some fields
automatically. For example, the system may convert the data to upper case after you have entered
in lower case. The system checks the date and numeric format fields for their validity.

If alist of valid choices to enter in to afield is available, pressing the SLK |abeled CHOICES will
cause a sub-menu to appear. Highlighting the desired entry and pressing <Enter> will cause the
selected entry to be entered into the field. You nay edit a data within a field using Alternative
Keystrokes.

Table8-5. Alternative Keystrokes for Editing Fields

Alternative Function
Keystrokes

Left Arrow

Right Arrow
SHIFT-Left Arrow Control-F P
SHIFT-Right Arrow Control-F N
HOME Control-F B
HOME DOWN Control-F E
Del or Del Char Control-X

Control-L Move |eft within the current field

Control-R

move right within the current field

Moveto the previousword in the current field

Move to the next word in the current field

Move to the beginning of the current field

Moveto the end of the current field

Delete character at cursor

D€l Line

Control-K

Deleteline at cursor

SHIFT-Del

Control-FW

Delete word at the cursor

Clear EOL

Control-F Y

Clear totheend of line

Back Space

Control-H

Delete the character before the cursor

Clear or SHIFT-Clear Line

Control-Y

Clear the entirefield

Opts Control-F O
ESC Control-[

Display choices menu

Toggle between insert and overwrite modes

85 PROMPTS:

Many screens and forms throughout the ISM application will contain brief messages to the user.
These messages, displayed at the bottom of the screen, are prompts indicating what is expected in
the way of keyboard action. Most commonly, when a menu appears, you will see:

Highlight your selection and pressRETURN

You are to make a choice by moving the highlight bar to a menu item and select it by pressing the
<Enter> key.

When a form appears, a prompt will appear at the bottom of the screen indicating what kind of
information you are to enter in respective to the field where the blinking cursor appears.

8.6 DATES:

Date fields have the format YYYY/MM/DD. You do not require the */* separator and you may
omit the leading century. If you enter the*/’ separator, you may omit leading zeros. For example, to
enter the date of July fourth 1992, you may type 1992/07/04, 19920704, 920704, 92/07/04, or
92/7/4. In each case, the date will appear in the standard format. Y ou may use any non- numeric
character instead of ‘/" as a separator when entering dates. For example, when using the numeric
keypad to enter dates, you can use the “dot” (“.”) character instead of ‘/’. The entry “today” in any
date field will populate that field with the current date.

85



Version 11.00 AISM 25 P6A -AVM -A1 X-SUM 01 December 1999
9 CHOICES-CODESLIST.

Appointment Type Code
A Initial screening
B Individual session
C s Group session
D Rehabilitation team meeting
F o Medical evaluation
G e Local program
o [P Other appointment type

ADAPT Conduct Choices Menu

S Satisfactory
O Unsatisfactory
ADAPT Performance Choices List
S Satisfactory
U e Unsatisfactory

Area of Concentration ID Code

00A ..o Duties Unassigned

(010 = TSN Genera Officer

00/ Relieved from Duty, Sick in the Hospital, or Quarters
010] B Newly Commissioned Officers Awaiting Entry on Active Duty Attend
(00 TN Student Officer

OLA .. Branch Immaterial

(0727 NN Combat Arms Immaterial

03A s L ogistics Immaterial

OA ..o Personnel Immaterial

R Infantry, General

1 Light Infantry

11C e Mechanized Infantry

T2A e Armor Officer, Generd

12B .o Armor

2 O Cavalry

I3A e Field Artillery, Generd

1 2 T Light Missile Field Artillery
O Heavy Missile Field Artillery

I D Field Artillery Target Acquisition
R Cannon Field Artillery

TAA s Air Defense Artillery, General

2 Short-Range Air Defense Artillery (Shorad)

TAC .. Nike Hercules Missile Air Defense Artillery

14D . Hawk Missile Air Defense Artillery

I5A e Aviation, General

I5B . Aviation, Combined Arms Operations

15C e Aviation, Tactical Intelligence

LS L Aviation, Logistics

T Aviation, Tactica Communications (Air Traffic Control)
18A e Special Forces

20A s Engineer, General

21B e Combat Engineer

A L O Topographic Engineer

21D o Facilities/Contract Construction Management Engineer (FCCME)
25A e Signal, General

25B .o Comm-electronics (C-E) Automation

25C .t Comm-electronics (C-E) Operations
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Commtelectronics (C-E) Engineering
Commtelectronics (C-E) Networking
Military Police, Genera

Physical Security

Correctional

Criminal Investigation

Military Intelligence, General

Strategic Intelligence

Imagery Intelligence (IMINT)

Tactical Intelligence
Counterintelligence (CI)

Human Intelligence (HUMINT)

Signal Intelligence/Electronic Warfare (Sigint/EW)
Civil Affairs, Genera

Psychological Operations/Civil Affairs
Psychological Operations

Civil Affairs

Personnel Programs Management Staff
Adjutant General, General

Personnel Systems Management
Army Band

Administrative Systems Management
Finance, Genera

Comptroller

Program/Budget

Public Affairs, General

Broadcast

USMA Permanent Professor

USMA Permanent Associate Professor
Foreign Area, Genera

Latin America

West Europe

South Asia

Northeast Asia

Southeast Asia

Africa, South of the Sahara

Operations Research, General

Operations Research, Personnel

Operations Research, Combat Operations/Material Systems
Operations Research, Planning, Programming, and Resource MGT
Operations Research, Test and Evaluation
Trained, Operations Research/Systems Analysis
Untrained, Operations Research/Systems Analysis
Force Devel opment

Research and Development, General

Test and Evaluation

Combat Developments

Acquisition

Nuclear Weapons, General

Nuclear Weapons Research

Software Engineering

Hardware Engineering

Automation Management

Designated Systems Automation

Operations, Plans, and Training

Judge Advocate
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Military Judge

Command and Unit Chaplain
Clinical Pastoral Educator
Operational Medicine
Nuclear Medicine Officer
Preventive Medicine Officer
Occupationa Medicine Officer
Pulmonary Disease Officer
Gastroenterol ogist
Cardiologist

Obstetrician and Gynecol ogist
Urologist

Dermatologist

Allergist, Clinical Immunologist
Anesthesiol ogist

Pediatrician

Pediatric Cardiologist

Child Neurologist
Ophthalmol ogist
Otolaryngologist

Child Psychiatrist
Neurologist

Psychiatrist

Nephrologist

Medical Oncologist/Hematologist
Endocrinol ogist

Rheumatol ogi st

Clinical Pharmacologist
Internist

Infectious Disease Officers
Family Physician

General Surgeon

Thoracic Surgeon

Plastic Surgeon

Orthopedic Surgeon

Flight Surgeon

Physiatrist

Therapeutic Radiol ogist
Diagnostic Radiologist
Pathologist

Peripheral Vascular Surgeon
Neurosurgeon

Emergency Physician

Field Surgeon

Dentistry, Officer

Dentistry, Comprehensive
Periodontist

Endodontist

Prosthodontist

Preventive Dentistry/Dental Public Health
Pedodontist

Orthodontist

Ora Surgeon

Oral Pathologist

Executive Dental Officer
Veterinary Services Officer
Veterinary Staff Officer
Veterinary Laboratory Animal Medicine Officer
Veterinary Pathologist
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B4E.......cooieee e Veterinary Microbiologist

BAF ... V eterinary Comparative Medicine Officer
Occupational Therapy

Physical Therapy

Hospital Therapy

Nurse Administrator

Community Health Nurse
Psychiatric/Mental Health Nurse
Pediatric Nurse

Operating Room Nurse

Nurse Anesthetist

Obstetric and Gynecologic Nurse
Medical-Surgical Nurse

Clinical Nurse

Health Care Administrator

Field Medical Assistant

Health Services Comptroller

Biochemical Information Systems Officer
Patient Administration Officer

Health Services Personnel Manager
Health Services Manpower Control Manager
Health Services Plans, OPNS, Intelligence and TNG Manager
Y Aeromedical Evacuation Manager

Health Services Material Officer

Health Facilities Planning Officer
Microbiologist

Nuclear Medical Science Officer
Biologist

Parasitologist

Immunologist

BBF ...t Clinical Laboratory Officer/Laboratory Manager
Entomologist
Pharmacy Officer
Physiologist
B8K ... Optometry Officer
B8L ... Podiatrist
68M Audiologist
(5121 Environment Science Officer
B8P....coererririeens Sanitary Engineer
B8R ..o Social Work Officer
B8S....coereiririiens Clinical Psychologist
(53] I Research Psychologist
68U....cvvererenes Psychology Associate
TAA ..o Chemical, Generd
T4B ..., Chemical, Operations and Training
TAC .. Chemical Munitions and Material Management
88A ... Transportation, General
15131 = S Traffic Management
88C...corerrinnns Marine and Terminal Operations
[513] D Motor/Rail Transportation
88E......ccoerrirnns Transportation Management
A .. Ordnance, General
1B ..o Tank/Automotive Management
91C s Missile Material Management
(1D I Munitions Material Management
91E.....cererrenns Explosive Ordnance Disposal
QA .o Quartermaster, General
2B ... Supply and Material Management
92D ... Aerial Delivery and Material
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12 SN Petroleum
902G .. Subsistence
S/ Contracting and Industrial Management Officer

Assessment Code (Commander) - PPR

F o Failed Rehabilitation
S —————— Successful Rehabilitation

Background Check Indicator Menu

N TR Background Check Not Completed
2 R Background Check Completed
Case Finding Method

N [ Applicant/Accession Test
CBherereereeree e Commander Directed Breathalizer
L T Commander/Supervisor Referral
L Commander Directed Individual
LU Commander Directed Unit
DW .ottt Driving While Intoxicated/Driving Under The Influence
FM e Family Member Referral
LA e Investigation/Apprehension
MA . Mishap/Accident
Y Medical Referral
[ D Physician Directed
S O Security Clearance
SR Self Referral
RV Voluntary Test
DO QR Other Source (School,Chap)

Civilian Category Code
G TDP Aviation
D s TDP Guard/Police
B TDP PRP
F o TDP ADAPCP Staff
G e Other TDP
N R Other Non-Military

Civilian Release Consent Code

A s Consent Granted to Release Information
Do Consent Denied to Release Information
Y e N/A

Civilian Pay Plan
AD e Administrative
ASeee s Clerica
CZ e Panama Cand
ED e Expert - 3109
EE ..o Expert - Other
R Consultant 3109
T Consultant - Other
[ Advisory Member 3109
| R Advisory Member Other
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NA s Nonsupervisory - Trades
NL s Leader - Trades

Regular Wage Board
Summer - Europe
Statutory Rates
Scientific

Supervisory Navigational
Regular Wage Board
Nonsupervisory - Scheduling
Nonsupervisory - Federal
Supervisory - Hopper
Nonsupervisory - Hopper

Maritime - Schedule
Supervisory - Scheduling
Leader - Navigational
Supervisory - Aircraft
Leader - Aircraft
Supervisory - Federal
Apprentices

Aircraft - Nonsupervisory

Nonsupervisory - Navigational
Panama Canal - Wage Type
Nonsupervisory - Production
Leader - Printing

Supervisory - Production
Nonsupervisory - Printing
Local National

Civilian Type Code (1)

Safety, Mishap, Accident
Rehabilitation Patient
Pre-employment

Other Civilian
Reasonable Suspicion
TDP/Random Testing
Volunteer

Class Type

New Commander and Staff Orientation

UADC Certification

UADC Continuing Education

Other Commander and Staff Education
Local National Supervisor's Course

ADAPCP Related Professional Development
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Training
Other Supervisor of Civilian Employee Training
Schools of Standards/Orientation

Civilian Work Force

Local National Work Force
Military Units

Other Unit Prevention Education
Private Organization

K-12 Student Education

K-12 Teacher Education
Driver's Education

Other Agencies

Other Community Prevention Education
Other Prevention Education

PCS Completion Indicator

Completed
Not Completed

Individual Component Code

Active/Regular
National Guard

Department of Defense Rejection Code

=T UNAUTHORIZED SPECIMEN CONTAINER (BOTTLE)

1= S BOTTLE RECEIVED WITH BROKEN SEAL AND NO APPARENT EXPLANATION
(BOTTLE)

BCoooooroersssceree SPECIMEN LEAKED IN SHIPMENT (BOTTLE)

=10 S SPECIMEN LEAKED IN SHIPMENT, QUANTITY NOT SUFFICIENT TO TEST
(BOTTLE)

== BOTTLE IS DAMAGED (BOTTLE)

=S BOTTLE ISDAMAGED, QUANTITY NOT SUFFICIENT TO TEST (BOTTLE)

=T NAME ON BOTTLE (BOTTLE)

BW .oooooeooreseere BOTTLE RECEIVED WITHOUT A SEAL AND NO APPARENT EXPLANATION
(BOTTLE)

=T FORM OTHER THAN DD FORM 2624 RECEIVED (FORM)

=z S SSN DOES NOT MATCH (FORM)

= DR SSN IS ILLEGIBLE (FORM)

== SSN ISINCOMPLETE (FORM)

= SSN HAS TOO MANY NUMBERS (FORM)

= T SSN NOT FORENSICALLY CORRECTED--OVERWRITTEN (FORM)

= S T SSN NOT FORENSICALLY CORRECTED--NO DATE (FORM)

9-7



Version 11.00 AISM 25 P6A -AVM -A I X-SUM 01 December 1999

o SSN NOT FORENSICALLY CORRECTED--NO INITIAL (FORM)

FJ e SSN NOT FORENSICALLY CORRECTED--NO CORRECTED ENTRY (FORM)

FK e SSN NOT FORENSICALLY CORRECTED (FORM)

FL oo SPECIMEN NUMBER ON DD FORM 2624 1S INCORRECT (FORM)

FM e, DD FORM 2624 RECEIVED DOES NOT HAVE ORIGINAL SIGNATURES (FORM)

[ N SPECIMEN BOTTLE PRESENT BUT NO DD FORM 2624 RECEIVED (FORM)

FPeeeee SPECIMEN BOTTLE PRESENT BUT NOT RECORDED ON DD FORM 2624
(FORM)

[ © J SPECIMEN BOTTLE RECEIVED SEPARATELY FROM DD FORM 2624 (FORM)

FR e SPECIMEN BOTTLE LISTED ON DD FORM 2624, NO SPECIMEN RECEIVED
(FORM)

FU o DD FORM 2624 RECEIVED DOES NOT HAVE CHAIN OF CUSTODY ENTRIES
(FORM)

FV e D FORM 2624 ARE ON TWO PIECES OF PAPER, WITHOUT IDENTIFIER (FORM)

FW e DONOR'S NAME RECEIVED ON/WITH DD FORM 2624 (FORM)

FX e CIVILIAN SPECIMEN (FORM)

FY oo, OTHER (FORM)

LA e SSN ISILLEGIBLE (LABEL)

I SSN ISINCOMPLETE (LABEL)

I O SSN OBLITERATED BUT UNIQUE IN SHIPMENT (LABEL)

I D SSN NOT FORENSICALLY CORRECTED--OVERWRITTEN (LABEL)

LE e SSN NOT FORENSICALLY CORRECTED--NO DATE (LABEL)

I SSN NOT FORENSICALLY CORRECTED--NO INITIAL (LABEL)

I C SSN NOT FORENSICALLY CORRECTED--NO CORRECTED ENTRY (LABEL)

LH e SSN NOT FORENSICALLY CORRECTED (LABEL)

LI e SSN OBLITERATED AND ISNOT UNIQUE IN THISSHIPMENT (LABEL)

[ SSN MISSING (LABEL)

LK e LABEL OVER LABEL (LABEL)

) DONOR’S INITIALS MISSING ON BOTTLE LABEL (LABEL)

LM e DATE MISSING (LA BEL)

I N DATE ILLEGIBLE (LABEL)

@ J DATE INCOMPLETE (LABEL)

LP e SPECIMEN NUMBER MISSING (LABEL)

@ SPECIMEN NUMBER ILLEGIBLE (LABEL)

LR SPECIMEN NUMBER INCOMPLETE (LABEL)

[ R OTHER (LABEL)

MA. e MULTIPLE DISCREPANCIES, NO FATAL DISCREPANCIES (MULTIPLE)

MB..ooreee MULTIPLE DISCREPANCIES (MULTIPLE)

OA oo MISSENT (OTHER)

(O] = N LABORATORY ACCIDENT (OTHER)

(O] \\ IR SERVICE MEMBERS NAME RECEIVED ON THE BOTTLE (OTHER)

PA .o SHIPPING CONTAINER RECEIVED WITH NO OR BROKEN SEAL ON BOX
(PACKAGE)

PB . POSTAL REGULATIONS-4 LITERS/SHIPPING CONTAINER AND ABSORBENT
(PACKAGE)

PC ..o TAMPERING (PACKAGE)

B BOTTLE CONTAINS LESS THAN 30 ML OF URINE (SPECIMEN)

S G QUANTITY NOT SUFFICIENT TO TEST (SPECIMEN)

SD s SPECIMEN APPEARS TO BE ADULTERATED (SPECIMEN)

] =N SPECIMEN  APPEARS ADULTERATED-MAY BE HAZARDOUS TO
INSTRUMENTS (SPECIMEN)

SF SPECIMEN IS NOT URINE (SPECIMEN)

Diagnosis Code
30390.....ccmrrrerrreeereeeees Alcohol Dependence

Opioid Dependence
Sedative, Hypnotic or Anxiolytic Dependence
Cocaine Dependence
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30430, Cannabis Dependence

30440....cciiierreeereenes Amphetamine or Similarly Acting Sympathomimetic Dependence
30451 Hallucinogen Dependence

30452.....cerrerreeereees Phencyclidine (PCP) or Similarly Acting Arylcyclohexylamine
30460.......crrirerrereeeerereeeens Inhalant Dependence

30491.....cceereeeeen Polysubstance Dependence

30499......cceerereeeien Psychoactive Substance Dependence Not Otherwise Specified
30500.......ceeeerereeeieiereieieiennas Alcohol Abuse

30520.....cceeiereieieieieieieieiennas CannabisAbuse

30530.....cmrrieeerees Hallucinogen Abuse

30540.....ccmrerrenieieieeieieneens Sedative, Hypnotic or Anxiolytic Abuse
30550.....ccmrierrereererreneneens Opiate Abuse

30560......cerereerereereneereneereaeenas Cocaine Abuse

30570, Amphetamine or Similarly Acting Sympathomimetic Abuse
30591....cieeeereee e Inhalant Abuse

30592.....ccvvirreirereeeeereseneens Phencyclidine (PCP) or Similarly Acting Arylcyclohexylamine
30599....ccvrerreeeereeneens Psychoactive Substance Abuse Not Otherwise Specified

Disposition Code - PPR

A s Continue Treatment
B Terminate Treatment, Retain on Active Duty
C o Terminate Treatment, Separae

Document Status Code

()] | N [ Document Incomplete or in Progress
DCU ..o Document Complete, Send to USADAOA
DCL e Document Complete, Sendto FTDTL
Drug Code
A Amphetamine
B Barbiturates
G Cocaine
L e Lysergic Acid Diethylamide (LSD)
M e Methagual one, Sedative, Hypnotic or Anxiolytic
O Opiates
P o Phencyclidine (PCP)
L Cannabis Products (THC)
D Not Otherwise Specified (e.g. Polydrug,Mixed,Uncategorized by USADAOA)
Drug Type
Carrr s Cocaine
R Cannabis Products (THC)
X sttt Not Otherwise Specified (e.g. Polydrug,Mixed,Uncategorized by USADAOA)
Eligibility Category
A Active Duty
B Active Duty for Training
G Cadet/Midshipman
D s Inactive Duty Training
E Retired Military
F o Family Member of Military
G e US Civilian Employee
H e Local National
[ e Family Member of Civilian Employee
O Family Member of Retired Military
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Contractor
Non-federal

Enlisted ID Codes

Specia Duty Assignment
Recruiter (RC)
Recruiter/Retention NCO

CMD SGT Major
Biological Sciences Asst
Cornet Or Trumpet Player
Baritone Or Euphonium Player
French Horn Player
Trombone Player

Tuba Player

Flute Or Piccolo Player
Oboe Player

Clarinet Player

Bassoon Player
Saxophone Player

Guitar Player

Electric Bass Guitar Player

Bands Senior SGT

Split Unit Trainee

College Trainee

Simultaneous Membership Program
Commissioned Officer Candidate
College Student Army National Guard Officer
OOW . Warrant Officer Candidate
Infantryman

Indirect Fire Infantryman

Heavy Antiarmor Weapon Infantryman
Fighting Vehicle Infantryman
Infantry Recruit

Infantry Senior Sergeant

Combat Engineer

Bridge Crewmember

Engineer Tracked Vehicle Crewman
Combat Engineering Senior Sergeant
Cannon Crewmember
O Tacfire Operations Specialist
R Cannon FD SP (E7 in RC only)

Fire Support Specialist

MLRS Crewmember

Lance Crewmember

MLRS/Lance OP/FD SP
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FA Firefinder Radar Operator
Remotely Piloted Vehicle Crewmember
Field Artillery Senior Sergeant

Hawk Missile Systems Crewmember
Avenger Crewmember

Pershing Missile Crewmember

Hawk Missile Crewmember

Hawk Fire Control Crewmember
Light AD ARTY CRMBR (RC)
Roland Systems Crewmember (RC)
ADA OP-INTEL ASST

Defense Acquisition Radar Operator
Chaparral CRMBR

Vulcan Crewmember

Manpads Crewmember

Patriot Missile Crewmember

Air Defense Recruit

Air Defense Artillery Senior Sergeant
FA Radar CMBR

Special Operations Weapons Sergeant
Special Operations Engineer Sergeant
Special Operations Medical Sergeant
Specia Operations Commo Sergeant
Special Operations Intel Sergeant

SF Recruit

Special Operations Senior Sergeant
Cavalry Scout

M48-M60 Armor Crewman

M1 Armor Crewman

Armor Senior Sergeant

Pershing ELCT MAT SP

Pershing Electronics Repairer

Hawk Missile Systems Mechanic
Hawk Firing Section Mechanic

Hawk Fire Control Mechanic (RC)
Hawk COORD CEN Mechanic
Hawk Fire Control Repairer

Hawk Pulse Radar Repairer

Hawk Continuous Wave Radar Repairer
Hawk LNCH/MECH SY S Repairer
Vulcan System Mechanic

Chaparra System Mechanic

Hawk Master Mechanic

Roland Master Mechanic (RC)

Patriot Operation and System Mechanic
Nike-Hercules Custodial Mechanic
Hawk Maintenance Chief
AN/TSQ-73 OP/REP

Visua Information/Audio Documentation Systems Specialist
Graphics Documentation Specialist
Visua Information/Audio Documentation Equipment Repairer
Still Documentation Specialist
Audio-Visual Chief

LCSSTest SP

Roland Repairer (RC)

Tow/Dragon Repairer

Vulcan Repairer

Chaparral/Redeye Repairer

Hawk Firing Section Repairer
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Hawk Field MAINT Equipment Pulse Acquisition Radar Repairer
Hawk Fire Control/Continuous Wave Radar Repairer
Lance System Repairer

MLRS Repairer

Forward Area Alerting Radar Repairer
Pedestal Mounted Stinger, Line of Sight
Hawk Maintenance Chief

Patriot System Repairer

LC/AD SYSMN CH

C-E Radio REP

Teletypewriter Equipment Repairer

Tactical Satellite/Microwave Repairer
Telephone Central Office Repairer
COMSEC MAINT CH

Field COMMSEC EQUIP REP
SATCOM/MWAVE COMM CH

Strategic Microwave Systems Repairer
Communication Maintenance Support Chief
COMM EQUIP MAINT CH

SATCOM EQ REP

C/E Maintenance Chief

Single Channel Radio OP

Mobile Subscriber EQUIP (MSE) TRANS OP
MSE Network SW SYS OP

Tactical COMM Chief

Combat Signaler

Wire Systems Installer

Multichannel COMMO SY S OP

TAC Circuit Control

Tactical SAT Micro SYS OP

Unit Level COMM/MAINT

MSE COMM CH

Communications Systems SUPV

COMM Operations Chief

EW/I STRAT C/C REP

EW/I RCVR EQUIP REP

EWI/I P/S EQUIP REP

EWI/I AVN Systems REP

EWI/| Tactical Systems REP

EWI/I Aeria Senior REP

Strategic Systems Repairer

EW/l Systems MAINT SUPV

Biochemical EQ SP, Basic

Calibration Specialist

Biochemical EQ SP, ADV

Integration Family of Test Equipment Operator/Maintainer
Trans Auto Switch Systems OP/MAINT
Switching SY S Operator

Psychological Operations Specialist

ATE OP/MAINT

TGT ACQ/SVL RDR REP

DAS3 COMPUTER SYS REP

Specia Electronic Devices Repairer
Automated Communications Computer Systems Repairer
FA Digital SYS REP (E6in RC Only)
Computerized Systems Maintenance Chief
Radar/Special ELECT DEV MAINT CH
Electronics Equipment Maintenance Chief
FA TAC Fire DIR REP
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Fire Control INSTR REP
Orthotic SP

Denta Lab SP

Optical Lab SP

Parachute Rigger

Fabric REP SP

Metal Worker

Machinist

Small Arms REP

SP FA Turret MECH

M1 Abrams Tank Turret MECH
Fire Control SYS REP

Tank Turret REP

ARTY REP

M60AL/A3 Tank Turret MECH
Bradley FVS Turret MECH
Armament/Fire Control Maintenance Supervisor
Pershing el ectrical-Mechanical Repairer
Journalist

Broadcaster Journalist

Public Affairs Chief
Carpentry/Mason RY SP
Materials Quality SP

CONST ENGR SUPV

Firefighter

Interior Electrician

TECH ENGR SUPV

GEN ENGRING SUPV
UTIL EQ REP

Power GEN EQ REP
Prime Power PROD SP
Turbine ENG Driven GEN REP
Transmission and DIST SP
SP PUR EQUIP REP
Chemical Operations SP
AMMO SP

AMMO STK CLK and ACTG SP
AMMO INSP

AMMO SUPV

Laundry/Bath SP

Graves Registration SP
CONST EQ REP

Heavy CONST EQ REP
Crane Operator

Quarrying SP
Concrete/Asphalt EQ OP
GEN CONST EQ REP
CONST EQ SUPV

LT Wheel Vehicle MECH
SPFA SYSMECH

M1 Abrams Tank SYSMECH
Fuel and ELEC SYSREP
Track Vehicle REP

QM and CHEM EQ REP
MG60AL/AE Tank SYSMECH
Heavy Wheel VEH MECH
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Bradley VEH MECH

Wheel VEH MECH

Track VEH MECH

MECH MAINT SUPV

General Aircraft Repairer (People Only)
Utility Airplane REP

OBSN Airplane REP

Utility HEL REP

AH-64 Attack HEL REP

Scout HEL REP

TAC TRANSHEL REP
Medium HEL REP

OBSN/Scout HEL REP

Heavy Lift HEL REP (RC)
AH-1 Attack HEL REP

Aircraft MAINT SR SGT
Aircraft Powerplant REP
Aircraft Powertrain REP
Aircraft Electrician

Aircraft Structural REP

Aircraft Pneudraulics REP
Aircraft Fire Control REP
Aircraft COMP REP SUPV
Avionic Communications Equipment Repairer
Avionic Mechanic

Avionic Maintenance Supervisor
Avionic Flight Systems Repairer
Avionic Radar Repairer
Executive ADMIN ASST

Legal Specialist

Court Reporter

Patient Admin SP
Administrative SP

Chaplain Assistant

Finance SP

Accounting SP

Finance Sr SGT

Record Telecommunications Center Operator
Computer Machine OP
Programmer/Analyst

Data Processing NCO

Per Admin SP

EQ Records/Parts SP

Medical Supply SP

Material Control And Accounting SP
Material Storage And Handling SP
Subsistence Supply SP

Unit Supply SP

SR Supply SGT

Petroleum Supply SP

Petroleum Lab SP

Water Treatment SP

Reenlistment NCO (RC)

Tech Drafting SP
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BIC e Cartographer

<3 @ Terrain Analyst

S A Topographic Engineering Supervisor
72 Construction Surveyor

72 O Field Artillery Surveyor

82D .. Topographic Surveyor

83E.. e Photo and Layout SP

83F s Printing and Bindery SP

88C ... Motion Picture SP

88H ... Cargo Specialist

88K ... Water craft Operator
8BL...oeeeeeece s Water craft Engineer

8BM ... Motor Transportation OP

513 ] Traffic Management Coordinator
8BP...eeerrere s Locomotive Rep (RC)
88Q.eeerrererree s Railway Car Rep (RC)

B8R ... Air-brake Rep (RC)

8BS .. Locomotive Electrician (RC)
153 I Railway Sec Rep (RC)

88U ..o L ocomotive Operator

88V . Train Crew member (RC)

8BW ..ot Railway Movement Coordinator (RC)
88X e Railway Senior SGT (RC)

BBY e Marine Senior SGT

S VA Transportation Senior SGT

QLA e Medical SP

1B .. Medical NCO

91C e Practical Nurse

QLD s Operating Room SP

L Dental SP

OLF ..o Psychiatric SP
1B Behaviora Science SP

OIH .. Orthopedic SP

L1 TR Physical Therapy SP

L Occupational Therapy SP

OIM s Hospital Food Service Specialist
OIN e Cardiac SP

OIP e X-RAY SP

91Q e Pharmacy SP

LS Veterinary Food INSP SP

O1S... e Preventive Medicine SP

OLT e Anima Care SP

1) LU R ENT SP

LV s Respiratory SP

W e Nuclear Medicine SP

1) ) G Health Physics SP

OLY e Eye SP

1724 2 TN Medical Lab SP

O2E.... s Cytology SP

O3B .. Aero-scout Observer

S G O Air Traffic Control (ATC) Operator
1S 2C] B 2 ATC Systems, Subsystems and Equip Rep
O3F .t FA Met CR MBR

O3P et Flight Operations Coordinator
OB ... Food Service SP

5B ... Military Police

O5C ... Correction NCO

15151 S CID Special Agent

6B ..o Intelligence Analyst
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Imagery Analyst

Psyop Specialist

Aeria Inter SP

Ground Survillence System OP
Intel Senior SGT

EW/Sigint Analyst

Emitter Locator/lIdentifier
EW/Sigint VVoice Intcp

Morse Interceptor

EW/Sigint NC Intcp
Non-Morse Interceptor/Analyst
EW/Sigint Chief

Enrollment Basis Code

Alcohol Misuse

Amphetamine or Similarly Acting Sympathomimetic Misuse
Cannabis Products Misuse

Cocaine Products Misuse

Employee Assistance Program Referral

Hallucinogens Misuse

Inhalant Misuse

Opiate Misuse

Other Substance Misuse

Phencyclidine (PCP) or Similarly Acting Arlycyclohexylamine Misuse
Sedative, Hypnotic, or Anxiolytic Misuse

Enrollment Decision Code

Enrollment Facility Code

A s Army Community Counseling Center
2 R Adolescence Substance Abuse Counseling Service
Corerr s Civilian, Non-Military Facility

Examination Result Code

Facility Code - PPR

AFRO ... Air Force Residential Treatment Facility
Bad Canstatt Meddac

Berlin Meddac

Frankfurt Army Medical Center
Heidelberg Meddac

Landstuhl Army Medical Center

HSRL ..o William Beaumont Army Medical Center
Dwight David Eisenhower Medical Center
Tripler Army Medical Center

Tri-service Alcohol Rehabilitation Dept
18 Med CMD

Other Civilian Residential Treatment Facility
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Individual Pay Plan

Administrative
Clerical

Expert - 3109

Exert - Other

Consultant - 3109

Consultant - Other

Advisory Member

Advisory Member 3109 Other
Senior Executive

Executive Schedule

Regular Wage Board
Summer - Europe
Statutory Rates
Scientific

Special — Panama Canal
Teaching Position

Supervisory Navigational
Regular Wage Board
Non-supervisory - Scheduling
Non-supervisory - Federal
Supervisory - Hopper

Supervisory - Scheduling
Leader - Navigational
Supervisory - Aircraft

Leader - Aircraft

Supervisory - Federal
Apprentices

Aircraft — Non-supervisory
Students

Non-supervisory - Navigational
Panama Canal - Wage Type
Non-supervisory - Production
Leader - Printing

Supervisory - Production
Non-supervisory - Printing
Local National

Individual Rank Menu & TDA Rank Menu
GEN 010 GENERAL

LTG LIEUTENANT GENERAL
MG MAJOR GENERAL

BG BRIGADIER GENERAL
COL 06 COLONEL
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LTC LIEUTENANT COLONEL
MAJ MAJOR
CPT CAPTAIN
T FIRST LIEUTENANT
2T SECOND LIEUTENANT
Cw4 CHIEF WARRANT OFFICER W4
CWws3 CHIEF WARRANT OFFICER W3
CW2 CHIEF WARRANT OFFICER W2
WOl WARRANT OFFICER W1
SMA SERGEANT MAJOR OF THE ARMY
Csm COMMAND SERGEANT MAJOR
SGM SERGEANT MAJOR
MSG MASTER SERGEANT
1SG FIRST SERGEANT
SFC SERGEANT FIRST CLASS
SSG  EB..rreirein, STAFF SERGEANT
SGT SERGEANT
CPL CORPORAL
SPC SPECIALIST 4
PFC PRIVATE FIRST CLASS
Pv2 PRIVATE E2
Pv1 PRIVATE E1
Drug Testing Lab
CML2..eceeeeereeeies Northwest Toxicology, Inc
CML3 .o Pharmchem Laboratories Inc
[ 1 I WRAMC Forensic Toxicology Drug Testing Laboratory
[ 1 TAMC Forensic Toxicology Drug Testing Laboratory

Major Command (MACOM) Code

US Army Reserve

US Army Intelligence and Security Command
US Army Criminal Investigation Command
US Army Corps of Engineers

US Army Information Systems Command
US Army Europe

US Army Forces Command

US Army Health Services Command
Superintendent US Military Academy
Military Traffic Management Command
Military District of Washington

US Army Pacific Command

Eighth US Army

PC oo Total Army Personnel Command

US Army Special Operations Command
US Army, South

US Army Training and Doctrine Command
US Army Material Command

N 2 Other Commands
Manpower Code
A Assigned
[ 7T Borrowed
Carr e Contractor

Medical Referra Source Code
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Internal Medicine

Cardiology

Coronary Care

Dermatology

Endocrinology

Gastroenterology

Hematology

Intensive Care (Medical)

Nephrology

Neurology

Oncology

Pulmonary/Upper Respiratory Disease
Rheumatol ogy

Physical Medicine

Clinical Immunology

AAP... e Human Immuno-Deficiency Virus1il (AIDS)
Bone Marrow Transplant

Medical Care Not Elsewhere Classified
General Surgery

Cardiovascular Thoracic Surgery
Intensive Care

Neurosurgery

Ophthalmology

Oral Surgery

Otolaryngol ogy

Pediatric Surgery

Plastic Surgery

Surgical Care Not Elsewhere Classified
Gynecology

Obstetrics

Pediatrics

Psychiatric

Substance Abuse Rehabilitation
Family Practice Medicine
Family Practice Surgery

Family Practice Obstetrics
Family Practice Pediatrics
Family Practice Gynecology
Family Practice Psychiatry
Family Practice Orthopaedics
Family Practice Nursery
Internal Medicine Clinic
Allergy Clinic

Cardiology Clinic

Diabetic Clinic

Endocrinology (Metabolism) Clinic
Gastroenterology Clinic
Hematology Clinic
Hypertension Clinic
Nephrology Clinic
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Neurology Clinic

Nutrition Clinic

Oncology Clinic

Pulmonary Disease Clinic

Rheumatology Clinic

Dermatology Clinic

Infectious Disease Clinic

Physical Medicine

Medical Clinics Not Elsewhere Classified
General Surgery Clinic

Cardiovascular And Thoracic Surgery Clinic
Neurosurgery Clinic

Ophthalmology Clinic

Organ Transplant Clinic

Otolaryngology Clinic

Plastic Surgery Clinic

Proctology Clinic

Urology Clinic

Pediatric Surgery Clinic

Surgical Clinics not Elsewhere Classified
Family Planning Clinic

Gynecology Clinic

Obstetrics Clinic

Pediatrics Clinic

Adolescent Clinic

Well Baby Clinic

Pediatrics Clinic Not Elsewhere Classified
BEA ..o Orthopaedics Clinic

BEB ... Cast Clinic

Hand Surgery Clinic
Neuromusclarskeletal Clinic

BEE ..., Orthopaedic Appliance Clinic

Podiatry Clinic

Psychiatric Clinic

Psychology Clinic

BFC Child Guidance Clinic

BFD Mental Health Clinic
BFE.....covennnen. Sacial Work Clinic

BFF ..o Substance Abuse Rehabilitation
BGA Family Practice Clinic

BHA Primary Care Clinic

BHB Medical Examination Clinic

BHC Optometry Clinic

BHD Audiology Clinic

BHE Speech Pathology Clinic

BHF Community Health Clinic

BHG Occupational Health Clinic

BHH Primus/Navcare Clinic
BHI...coeerene Immediate Care Clinic

BIA .. Emergency Medical Clinic

BIA ..o Flight Medicine Clinic

BKA Underseas Medicine Clinic

CAA Dental ServicesClinic

CAB Dental Patient Care Administration
CBA Type 3 Dental Prosthetic Laboratory
CCA Type 2 Dental Prosthetic Laboratory
DAA Pharmacy

Clinic Pathology
Anatomical Pathology
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Blood Bank

Diagnostic Radiology
Therapeutic Radiology
Electrocardiograph
Electroencephal ography
Electroneuromyography
Pulmonary Function
Cardiac Catheterization
Central Sterile Supply
Central Material Service
DFA ..ot Anesthesiology

Surgical Suite
Recovery Room

Same Day Surgery
Hemodialysis
Hyperbaric Medicine
Inhalation/Respiratory Therapy
Occupational Therapy

Physical Therapy

Nuclear Medicine

Inpatient Depreciation

EAB ... Ambulatory Depreciation

Dental Depreciation

Special Programs Depreciation

Command

Specia Staff

EBC...ooircreereererenereeene Administration

Clinical Management

Graduate Medica Education Support
Education and Training Program Support
Peacetime Exercises/Disaster Preparedness
Plant Management — Non-reimbursable
Operation of Utilities— Non-reimbursable
Maintenance of Real Property — Non-reimbursable
Minor Construction— Non-reimbursable
Other Engineering Support— Non-reimbursable
L ease of Real Property — Non-reimbursable
Transportation— Non-reimbursable

Fire Protection — Non-reimbursable

Police Protection— Non-reimbursable
Communications — Non-reimbursable
Other Base Support Services— Non-reimbursable
Plant Management - Funded

Operation of Utilities- Funded
Maintenance of Real Property - Funded
Minor Construction - Funded

Other Engineering Support - Funded

Lease of Real Property - Funded
Transportation - Funded

Fire Protection - Funded

Police Protection - Funded
Communications - Funded

Other MTF Support Services - Funded
Material Management

Housekeeping - In House

Housekeeping - Contract

Biomedical Equipment Repair - In House
Biomedical Equipment Repair - Contract
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Laundry - In House

Laundry - Contract

Diabetics- In House

Subsistence

Diabetics - Contract

Inpatient Affairs

Ambulatory Care Administration

Area Reference Laboratories

AreaDental Prosthetic Laboratory (Type 1)
Ophthalmic Fabrication and Repair
Department of Defense Military Blood Program

Drug Screening and Testing Program
Clinical Investigation Program
Physiological Training

Student Expenses
Continuing Health Education

Industrial Hygiene Program
Radiation Health

Immunization

Supplement Care

Guest Lecturer and Consultant Program
Support to Other Military Activities
Support to Other Federal Activities
Support to Non-Federal Activities

Base Operations- Medical Installations

Non-patient Food Operations

Decedent Affairs

Initial Outfitting

Urgent Minor Construction

TDY/TAD Enroute to Permanent Change of Station

Military Funded Emergency Leave

Military Unique Medical Activities Not Elsewhere Classified
Prepositioned War Reserve

Contingency Patient Care

Contingency books/Packs

Readiness Physical Training

National Disaster Medical System Planning and Administration
National Disaster Medical System Exercises

Military Category Code (1)

A s Junior Enlisted (E-1to E4)
Senior Enlisted and Officers (E-5 to O-10)

UADC Military Personnel Class (MPC) Code & Military Class Code

S Academy Cadet
E o Enlisted

9-22



Version 11.00

AISM 25 P6A -AVM -A1 X-SUM

01 December 1999

(O I Commissioned Officer
Wit Warrant Officer
Military Rank (PIR)
(€] =\\ I 010........ General
LTG.eiiee 9.......... Lieutenant General
MG o8...... Major General
|27 C or7.......... Brigadier Genera
COL.oveeeeeeene 06......... Colonel
LTC e O5......... Lieutenant Colonel
V172N S A...... Magjor
CPT s o3......... Captain
1 o2...... First Lieutenant
2LT e Ol..... Second Lieutenant
CWA ..., W4......... Chief Warrant Officer W4
CW3...oeirieiee W3......... Chief Warrant Officer W3
CW2...iiiiiins W2......... Chief Warrant Officer W2
WOL....oveveee W1......... Warrant Officer W1
SMA ... E9......... Sergeant Major of the Army
CIM ... E9.......... Command Sergeant Major
S €Y E9.......... Sergeant Major
MSG....criieene ES........... Master Sergeant
S C ES....... First Sergeant
SFC e E7.oe Sergeant First Class
SSG...oeeeeeeeene E6........... Staff Sergeant
K €] [ E5S........ Sergeant
CPL.. E4..... Corpora
SPC....oeeeeeeine E4........... Speciaist 4
PFC..oiie, E3........ Private First Class
PV2.iiee E2.......... Private E2
PVI.ien. El....... Private E1
Military Type Code
CDuereee e Commander Directed Individual
OSeeerree e Other Service Directed Testing
PD o Physician Directed
[ (O Rehabilitation Patient
[ Rehabilitation Staff
US. e Commander Directed Unit
Missed Appointment Code
A s Community Counseling Center Cancelled
B Unit Cancelled
Correr e No Show
Do Other
Direct Mission Code & Mission Code
A s Biochemical Testing
B Prevention Education
e Treatment
D o Staff Training
E s Program Evaluation
MRO Evaluation Code
A s Evaluation Complete, Authorized Use
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Evaluation Not Required

Evaluation Pending

Evaluation Complete, Unauthorized Use
Evaluation Status Unknown

Non-referral Judtification Code

A Mission Requirements
B Commander Discretion
Permanent Change of Station
Discharge
Pending Court Martial
Death
Expiration Term of Service
H o Confinement
[ Hospitalization
N SN AWOL (Absent without L eave)
K e Dropped from the Rolls
Lo Travel Duty
M e Other

Occupational Code ADAPCP Employee - TDA Position

Correctional Institution Administration
Correctiona Officer

Bond Sales Promotion

Safety and Occupational Health Management
Safety Technician

Community Planning

Community Planning Technician
Outdoor Recreation Planning

Park Management

Park Technician

Environmental Protection Specialist
Environmental Protection Assistant

Fingerprint Identification
Security Administration
Fire Protection and Prevention

Foreign Law Specialist

Genera Student Trainee

Social Science

Social Science Aid and Technician
Social Insurance Administration
Unemployment Insurance
Economist

Economics Assistant

Food Assistance Program Specialist
Foreign Affairs

International Relations
Intelligence
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011G Intelligence Aid and Clerk
0135 Foreign Agricultural Affairs

015G Intelligence Cooperation

01 2O Manpower Research and Analysis
012 Manpower Devel opment

(0150 T Geography

(0150 Civil Rights Analysis

0170 e History
0180.....cceirrirereecereees Psychology
O181....oirereecrees Psychology Aid and Technician
011 Sociology
0185...ceeeereeereeereneereeereieenas Socia Work
0186....vererererereereneereneereaeenas Social Services Aid and Assistant
(01 7 TR Socia Services
0188.....ceerrrreerrereeeeererennens Recreation Specialist
0189...ceecereeereeireeereieereieena Recreation Aid and Assistant
0190 ... Genera Anthropology
0193.....oreerrereerer s Archeology
0199....oererreee s Social Science Student Trainee
02220 1 R Personnel Management

07220 C J Personnel Clerical and Assistance
(022107 T Military Personnel Clerical and
07240 Military Personnel Management
0220 Personnel Staffing

07227 Position-classification

07227 Occupational Analysis

072272 JO Salary and Wage Administration
0722 S Employee Relations
0233t Labor Relations
0235....ereeeeree s Employee Development

0241 ..o Mediation

0243.....ooe e Apprenticeship and Training
0244 ... L abor-Management Relations Examining
0246 ... Contractor Industrial Relations
02271 Wage and Hour Compliance

072250 O Equal Employment Opportunity
L0170 1 R Miscellaneous Administration and Program
020102 Messenger
0303....coreeereeereeereneereneereeeens Miscellaneous Clerk and Assistant
0G0 I nformation Receptionist

0305 ....coieerreeereeereneereseeneieens Mail and File
0309....coierreerreeereeereeeneiens Correspondence Clerk
0312, Clerk-Stenographer and Reporter
0313 work Unit Supervising
0318....oiireeecerees Secretary
0319....ieces Closed Microphone Reporter

020 7242 Clerk-typist

010 7 Computer Operation

0334 ... Computer Specialist
0335 Computer Clerk and Assistant
0340.....ciiirrieieeieieeeieieiens Program Management
0341 Administrative Officer

0107 Support Services Administration
0343...coeerreeereeereeeeiens Management Analysis

0344 ..ot Management Clerical and Assistance
0345 ... Program Analysis
0346......oorcecerees L ogistics Management

(007 GAO Evaluator

(0201510 Equipment Operator
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0105 T Printing Clerical

0356 ... Data Transcriber

Electric Accounting

Equal Opportunity Compliance
Equal Opportunity Assistance
Electric Accounting Machine Project
Telephone Operating

Teletypist

Cryptographic Equipment Operation
Radio Operating

Communications Relay Operation
Communications Management
General Communications
Communications Specialist
Communications Clerical

General Biological Technician
Micrabiology

Biological Technician

Pharmacol ogy

Agricultural Extension

Entomology
Plant Protection Technician

Plant Pathology
Plant Physiology
Plant Protection and Quarantine

Range Conservation

Range Technician

Soil Conservation

Soil Conservation Technician

Agronomy

Agricultural Management

General fish and Wildlife Administrative
Fishery Biology

Wildlife Refuge Management
Wildlife Biology

Animal Science

Home Economics

Biological Science Student Trainee
Financial Administrative and Program
Financial Clerical and Assistance
Financial Management

Accounting

Auditing

Internal Revenue Agent

Accounting Technician

Cash Processing
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Military Pay

Budget Analysis

Budget Clerical and Assistance
Financial Institution Examining
Timeand Leave

Tax Examining

Insurance Accounts
0599....coerreerreerreeeeeeien Accounting Student Trainee
General Health Science
Medical Officer

Physicians Assistant

Nurse Anesthetist

Practical Nurse

Nursing Assistant

Medical Supply Aide and Technician
0625 ... Autopsy Assistant

Dietitian and Nutritionist
Occupational Therapist

Physical Therapist

Corrective Therapist

Rehabilitation Therapist Assistance
Manual Arts Therapist
Recreation/Creative Arts Therapist
Educational Therapist

Nuclear Medicine Technician
Medical Technologist

Medical Technician

Pathology Technician

Diagnostic Radiologic Technologist
Therapeutic Radiologic Technologist
Medical Machine Technician
Medical Technical Assistance
Pharmacist

Pharmacist Technician

0662 Optometrist

0664 Restoration Technician

0665 Speech Pathology and Audiology
0667 Orthotist and Prosthetist

0668 Podiatrist

0669 Medical Record Librarian

0670 Health System Administration
0671 Health System Specialist

0672 Prosthetic Representative

0673 Hospital Housekeeping Management
0675 Medical Record Technician

0679 Medical Clerk

0680 Dental Clerk

0681 Dental Assistant

0682 Dental Hygiene

0683 Dental Laboratory Aid and Technician
0685 Public Health Program Specialist
0683 Sanitarian

0690 Industrial Hygiene

0696 Consumer Safety

0699 Environment Health Technician
0701 Veterinary Health Science

Animal Health Technician
Veterinary Student Trainee
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General Engineering

Engineering Technician

Safety Engineering

Fire Prevention Engineering
Engineering Technol ogy

Materials Engineering

Landscape A rchitecture
Architecture

Construction Control

Civil Engineering

Surveying Technician

Engineering Drafting

Environment Engineering
Construction Analyst

Mechanical Engineering

Nuclear Engineering

Electrical Engineering

Electronics Engineering

Electronics Technician

Biomedical Engineering

Aerospace Engineering

Naval Architecture

Ship Surveying

Mining Engineering

Petroleum Engineering

Agricultural Engineering

Ceramic Engineering

Chemical Engineering

Welding Engineering

Industrial Engineering Technician
Industrial Engineering

Engineering and Architecture Student Trainee
Law Clerk

General Attorney

Estate Tax Examining

Hearings and Appeals
Administrative Law Judge

Clerk of Court

Paralegal Specialist

Contact Representative

Legal Instruments Examining

Land Law Examining

Passport and Visa Examining

Lega Clerk and Technician

Tax Law Specialist

General Claims Examining

Workers Compensation Claims Examining
Loss and Damage Claims Examining
Social Insurance Claims Examining
Unemployment Compensation Claims Examining
Dependents and Estate Claims Examining
Veterans Claims Examining

Civil Service Retirement Claims Examining
Claims Clerical

General Artsand Information
Exhibits Specialists

Museum Curator

Museum Specialist and Technician
Illustrating
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Office Drafting

Public Affairs

Language Specialist

Language Clerical

Foreign Language Broadcasting
Music Specialist

Theater Specialist

Art Specialist

Photograph

Audio-Visual Production
Writing and Editing

Technical Writing and Editing
Visual Information

Editorial Assistance

General Business and Industry
Contracting

Industrial Property Management
Property Disposal

Purchasing

Procurement Clerical and Assistance
Property Disposal Clerical and Technician
Public Utilities Specialist

Trade Specialist

Commissary Store Management
Agricultural Program Specialist
Agricultural Marketing
Agricultural Market Reporting
Wage and Hour Law Administration
Industrial Specialist

Production Control

Financial Analysis

Crop Insurance Administration
Crop Insurance Underwriting
Insurance Examining

Loan Specialist

Internal Revenue Officer

Appraising and Assessing
Housing Management
Building Management
Patent Technician
Copyright

Copyright Technician
Patent Administration
Patent Adviser

Patent Attorney

Patent Classifying

Patent Examining

Design Patent Examining
General Physical Science

Hydrology

Hydrologic Technician
Chemistry

Metallurgy

Astronomy and Space Science
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1340 .. Meteorology
7 o Meteorological Technician

Oceanography
Navigational Information
Cartography

Forest Products Technology
Food Technology

Textile Technology
Photographic Technology
Document Analysis

Physical Science Student Trainee
Librarian

Library Technician

Technical Information Services
Archivist

Archives Technician

Operations Research
Mathematics

Mathematics Technician
Mathematical Statistician
Statistician

Statistical Assistant
Cryptography

Cryptoanalysis

Computer Science

Mathematical Science Student Trainee
General Facilities and Equipment
Cemetery Administration
Facility Management

Printing Management

Equipment Specialist

General Education and Training
Education and Training Technician
Education and Vocational Training
Training Instruction

Vocational Rehabilitation
Education Program

School Administration

Elementary Teaching

Public Health Educator

Secondary Teaching

Specia Education

Education Research

Education Services

Instructional Systems
Vocational-Technical Instruction
General Inspection, Investigation, and Compliance
Compliance Inspection and Support
Genera Investigation

Criminal Investigation

Game Law Enforcement
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Air Safety Investigating
Immigration Inspection

MINE Safety and Health
Aviation Safety

Securities Compliance Examining
Agricultural Commodity Warehouse Examining
Alcohol, Tobacco, and Firearms Inspection
Consumer Safety Inspection
Food Inspection

Customs Patrol Officer

Import Specialist

Customs Inspection

Customs Entry and Liquidating
Customs Warehouse Officer
Border Patrol Agent

Customs Aid

Admeasurement

Quality Assurance

Agricultural Commodity Grading
Agricultural Commodity Aid
Genera Supply

Supply Program Management
Supply Clerical and Technician
Inventory Management

Transportation Specialist

Transportation Clerk and Assistant
Transportation Industry Analysis
Transportation Rate and Tariff Examining
Railroad Safety

Motor Carrier Safety

Highway Safety

Traffic Management

Shipment Clerical and Assistance

Transportation Loss and Damage Claims Examining

Cargo Scheduling

Transportation Operations

Dispatching

Air Traffic Control

Air Traffic Assistance

Marine Cargo

Aircraft Operation

Misc Wire Communications Eqpmt Install ation and Management
Telephone Mechanic

Wire Communications Cable Splicing

Communications Line Installing and Repairing

Wire Communications Equipment I nstallation and Repairing
Misc Electronic Equipment Installation and Maintenance
Electronic Measurement Equipment Mechanic
ElectronicsMechanic

Electronic Industrial Controls M echanic

Digital Computer Mechanic

Electronic Integrated Systems Mechanic
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225 0 1 Miscellaneous Electrical Installation and Maintenance
2805 Electrician

250 J Electrical Line Working

250 < J Electrical Working (Powerhouse)

225 1 0 Electrician (High Voltage)

2854 ... Electrical Equipment Repairing
2892....coerereeree e Aircraft Electrical Systems Installing and Repairing
1 0 1 R Miscellaneous Fabric and L eather Work
3103 Shoe Repair

3105 Fabric Working

1110 Upholstering

1 1 R Sewing Machine Operating

1 Mattress Making and Repair

G 0 R Embroidering

1 1 L Broom and Brush Making
3301 Miscellaneous Instrument Work

G0 J Optical Instrument Repairing
3309 Timekeeping Instrument Repairing
3314 Instrument Making

3315 s Nuclear Reactor Instrument Systems Mechanic
3341 Scale Building, Installing, and Repairing
3359 Instrument Making

3364 ... Projection Equipment Repairing

JA0L ... Miscellaneous Machine Tool Work

K Machining

316 Toolmaking

1 I A Tool Grinding

BA22 . Power Saw Operating

BA28 ... Die Sinking

17 o K Machine Tool Operating

3501 ... Miscellaneous General Services and Support Work
3502 Laboring

3506 ... Summer Aid/Student Aid

3507 e Deckhand-Sailor
3508...cceiereriereeeeeeereeneas Pipeline Working

S I R Laboratory Working
3512 Studio-Property Handling
3513 Coain/Currency Checking

Y I Choker Setting
3515 Laboratory Support Working
3543 Stevedoring

3545 ... Pier Facilities Working

3546.....oe s Railroad Repairing
3566.....cueirieiieeie e Custodial Worker
360L......ii s Miscellaneous Structural and Finishing Work
3602.....iiees Cement Finishing
3603 Masonry

3604 ... Tile Setting

3605 ... Plastering

3609.....cee s Floor Covering Installing

3610 ... Insulating

1 I Glazing

3653 Asphalt Working

(01 TR Miscellaneous Metal Processing
{07 Flame/Arc Cutting

{0 C J Welding

707 o Metalizing

3708 Metal Processing Working

Y 1 Electroplating
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Y 41 Heat Treating

G411 J Leadburning

Y 4720 Brazing and Soldering

Y 77 Cold Working

Y 72 J Casting Machine Operating
725 Battery Repairing

Y 4 Buffing and Polishing

3735 e Metal Phototransferring
3736 Circuit Board Making

3740 ... Forging Heating

Y Furnace Operating

YV Refining Equipment Operating
3769 Shot Peening Machine Operating
3B0L...coeereeereeereeere e Miscellaneous Metal Work
3802....ceeerrerieireree s Metal Forging

3804 ... Coppersmithing

3806....veurererreerreee e Sheet Metal Mechanic

S0 7 A Structural/OrnaMental Mechanic
3808.....cierieie s Boilermaker
3809....crierreerreerree e Mobile Equipment Metal Mechanic
3BBL2...eereere e Heavy-Duty Fabrication Machine Operating
3BL5..eee e Pneumatic Tool Operating

112 1 G N Engraving

3817 s L ocksmithing

3818.....ceerree s Springmaking

3819....oie s Airframe Jig Fitting

2 S 7240 O Shipfitting

3830 ... Blacksmithing
2SR Rolling and

7S Y Medal Making
3833 Transfer

3835, Electron Tube
3840.....os Reinforcing

3858.... s Metal Tank and Radiator Repairing
3869.....cceerire e Metal Forming Machine Operating
S 7 Metal Tube Making, Installing, and Repairing
3901 ... Misc Motion Picture, Radio, Television, and Sound Eqpmt Op
3910 Motion Picture Projection

11 Sound Recording Equipment Operating
3919 Television Equipment Operating
390 Broadcasting Equiprrent Operating
3HML .. Public Address Equipment Operating
4001 ... Miscellaneous Lens and Crystal Work
4005 ... Optical Element Working

4010 ... Prescription Eyeglass Making
4015...... Quartz Crystal Working

01 Miscellaneous Painting and Paper hanging
1 Painting

0 Paper hanging

L Sign Painting

2 4 O Scenery Painting

1 Y A Instrument Dial Painting

2 1 Miscellaneous Plumbing and Pipe fitting
T Pipefitting

4206 ... Plumbing

4255 ... Fuel Distribution System Mechanical
G Miscellaneous Pliable Materials Work
4351 ... Plastic Molding Equipment Operating
4352 et Plastic Fabricating
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GO Rubber Products Molding

G Y Rubber Equipment Repairing

G 7O Glassblowing

1 Plaster Pattern Casting

G £ Molding

Y Core Making

QA0 ... Miscellaneous Printing and Reproduction
QA2 ... Bindery Working
QA03.....ooeeee Hand Composing
Q405......o e Film Assembling-Stripping

Q0B ... L etterpress Operating

V. Linotype Machine Operating

272 O M onotype Casting Machine Operating
272 Negative Engraving

2 Offset Photography

QL6 ... Platemaking

V. Offset Press Operating
Q409 Silk Screen Making and Printing
BA2D ... Dot Etching

QAD5 ... Photoengraving

QA3 ... Photo Composition Machine Operating
A0 ... Stereotype Platemaking

VY Bookbinding

AAA5 ... Bank Note Designing

QA4 ... Bank Note Engraving

AAAT .o Sculptural Engraving
QA48 Siderographic Transferring

AA29 ... Electrolytic Intaglio Platemaking
V1S O Intaglio Die and Plate Finishing
QABA ... Intaglio Press Operating

4601 ... Miscellaneous Woodwork
4602......ooeeerereeeeeree e Blocking and Bracing

4604 ... Wood Working

4605 ... Wood Crafting

ABOT ..o Carpentry

4B08......cooeeecrerrerree e Saw Mill Operating
AB16....oeeeeeeeee e Patternmaking

ABL8.....oeeeeerre e Woodworking Machine Operating
2/ O Shoe Last Repairing
4639 Timber Working

G Form Block Making

2 Miscellaneous General Maintenance and Operations Work
1 Model Making

A715 ..o Exhibits Making/Modeling

A716 ..o Railroad Car Repairing

2 1 T Boat Building and Repairing

£ General Equipment Mechanic

N General Equipment Operating
S Utility Systems Repairing-Operating
L Research Laboratory Mechanic
A749 ... Maintenance Mechanic

S Cemetery Caretaking

1 1 Miscellaneous General Equipment Maintenance
4802.....oooeeererrereereerereerenene Musical Instrument Repairing

4805 ... Medical Equipment Repairing

221310 Office Appliance Repairing

4807 ... Chemical Equipment Repairing
4808......cooeeeeee Custodial Equipment Servicing

A Saw Reconditioning
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1 Survey Equipment Servicing

2 1 Protective and Safety Equipment Fabricating and Repairing
4819 Bowling Equipment Repairing

213 72O Vending Machine Repairing
4839 Film Processing Equipment Repairing

4840 ... Tool and Equipment Repairing

484N ... Window Shade Assembling, Installing, and Repairing
4843 Navigation Aids Repairing

ABAA ... Bicycle Repairing

4845 Orthopedic Appliance Repairing

ABAB ... Mechanical Parts Repairing

4850 ... Bearing Reconditioning

S Reclamation Working

A8E5 ... Domestic Appliance Repairing
BOO0L....cooeeereeereeereneereneeneeeenas Miscellaneous Plant and Animal Work
B5002....ceerrerereeerereeeeererennens Farming

LS00 Gardening

5026 ... Pest Controlling

S0 R Insects Production Working
S5034....oeeee s Dairy Farming

5035 Livestock Ranching/Wrangling
S5042.....is Tree Trimming and Removing
BO48....ooeeeeeieeie e Animal Caretaking

YL 1 R Miscellaneous Occupations

5205 ... Gas and Radiation Detecting

5210 .. Rigging

5220 ... Shipwright

Y7 Lofting

5222 e Diving

Y Airplane Cargo Dropping
5235 Test Range Tracking

B30L .. Miscellaneous Industrial Equipment Mechanic
5306 ... Air Conditioning Equipment Mechanic

5307 .o Shoe Machine Repairing
5309 Heating and Boiler Plant Equipment Mechanic
L1 0 Kitchen/Bakery Equipment Repairing

L1 2 Sewing Machine Repairing

LS I TR Elevator Mechanic

1 I A Laundry and Dry Cleaning Equipment Repairing
L R Lock and Dam Repairing

L5720 Coffee Plant Equipment Repairing
5323 Oiling and Greasing

5324 ... Powerhouse Equipment Repairing
5326 Drawbridge Repairing

5330 .. Printing Equipment Repairing
5333 Sponging Equipment Repairing
5334 Marine Machinery Mechanic

B34 ... Industrial Furnace Building and Repairing
B342 .o Mail Processing Equipment Maintaining and Repairing
B35 Fish Facilities Repairing

5350 et Production Machinery Mechanic
5352t Industrial Equipment Mechanic

X Door Systems Mechanic

5365 ... Physiological Trainer Mechanic
5378t Powered Support Systems Mechanic
5384....eee s Gasdynamic Facility Installing and Repairing
BA0L ..o Miscellaneous Industrial Equipment Operation
S402....ieeeers Boiler Plant Operating
5403 Incinerator Operating
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BA06 ...t Utility Systems Operating

S O 7 Electric Power Controlling

5408 ... Sewage Disposal Plant Operating
5409 Water Treatment Plant Operating

BA12 e Coal Unloader Operator

BA13 .. Fuel Distribution System Operating
5414 Baling Machine Operating

BA15 .. Air-conditioning Equipment Operating
5419 Stationary -Engine Operating

BA21 ..t Rubber Compounding

BA23 e Sandblasting

BA2A ... Weighing Machine Operating

BA26 ... Lock and Dam Operating

BA2T o Chemical Plant Operating

BA30 . Drawbridge Operating

BAB2 e Fish Facility Operating

LS721C C Gas Generating Plant Operating

BA35 .. Carton/Bag-making Machine Operating
5438 Elevator Operator
5439 Testing/Equipment Operating

5440 ... Packaging Machine Operating

BAAA ... Food/Feed Processing Equipment Operating
BAAB....oeeeeeeeeeeeeeina Textile Equipment Operating

BA50 ... Conveyor Operating

S Solvent Still Operating

S Y Paper Pul ping Machine Operating
2 £ J Qil Reclamation Equipment Operating
BATS o Preparation Plant Operating

. Concrete/Mortar Mixer Operating
BAT8 .ot Portable Equipment Operating

SA79 ..o Dredging Equipment Operating

BA8BL ...t Nuclear Reactor Operating

SABA ... Aircraft Machine Operating
B485...oreerreeee e Aircraft Weight and Balance Operating
BA86.....ccveeeieiieeieieieieieieinas Swimming Pool Operating

Y {0 1 R Miscellaneous Transportation/M obile Equipment
Y {07 Amphibian Truck Operation

Y {0 J Motor Vehicle Operating

Y {0 Fork Lift Operating

5705 . Tractor Operating

5706 ... Road Sweeper Operating

5707 oo Tank Driving

5716 ... Engineering Equipment Operator
5723 Boat Operating
ST24...eecere, Tank Operating
5725 Crane Operating
5729 Drill Rig Operating

Y £ 1 R Mining/Tunneling Machine Operating
Y £ Wheel Operating

Y £ J Braking-Switching and Conducting
Y457 (R L ocomotive Engineering

Y4 T Railroad Maintenance V ehicle Operating
Y A Airfield Clearing Equipment Operating
5782 Ship Operating
5784 Riverboat Operating

5786 ....cvieerreerrierreeeneeeniiens Small Craft Operating
5788...ieeeeeeee Deckhand

B8OL ... Miscellaneous Transportation/Mobile Equipment Maintenance
B5803....eccieerieieee e Heavy Mobile Equipment Mechanic
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5806 .....ccverrrrenrrerreeerereeeneens Mobile Equipment Servicing
5823 Automotive Mechanic

Artillery Repairing

Artillery Testing

Small-Arms Repairing

Ordnance Equipment Mechanic
Aircraft Ordnance Systems Mechanic
Special Weapons Systems Mechanic
Miscellaneous Warehousing and Stock Handling
Lumber Handling

Coal Handling

Tools and Parts Attendant
WarehouseWorking

Materials Expediting

Material Sorting And Classifying
Store Working

Train Baggage Handling

Bulk Money Handling

Personal Flight Equipment Handling
Aircraft Freight Loading
Miscellaneous Packing and Processing

Preservation Packaging

Preservation Service

Equipment Cleaning

Parachute Packing

Miscellaneous Laundry, Dry Cleaning, And Pressing
Laundry Working

Bartending
Meatcutting
Food Service Working

Barbering

Mortuary Attending

Wardrobe Handling

Bus Attending

Beautician

Miscellaneous Fluid Systems Maintenance
Pneudraulic Systems Mechanic

Aircraft Pneudraulic Systems Mechanic
Miscellaneous Engine Overhaul
Aircraft Engine Mechanic

Small Engine Mechanic
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Liquid Fuel Rocket Engine Mechanic
Miscellaneous Aircraft Overhaul
Aircraft Propeller/Rotor Mechanic
Aircraft Mechanic

Aircraft Servicing

Aircraft Tire Mounting

Flight Mechanic

Airframe Test Operating
Miscellaneous Film Processing

Film Assembling and Repairing
Motion Picture Devel oping/Print Machine Operating
Photographic Solution Mixing

Ship Pilot

First Officer

Second Officer

Third Officer

Junior Deck Officer

Radio Officer

First Assistant Radio Officer
Radio Electronic Officer

First Radio Electronic Officer
Relief Deck Officer

Damage Control Officer
Assistant Damage Control Officer
Master-Mate (Fishing Vessel)
Deck Midshipman

Boatswain

Carpenter
Carpenter-Maintenance
Boatswains Mate

Quartermaster
Seaman-Fisherman
Ordinary Seaman

Chief Engineer

First Assistant Engineer
Second Assistant Engineer
Third Assistant Engineer
Relief Engineer

Engine Midshipman

Chief Electrician
Electrician
Electrician-Maintenance
Second Electrician

Third Electrician
Electronics Technician
Refrigeration Engineer
Second Refrigeration Engineer
Third Refrigeration Engineer
Plumber

Assistant Plumber

Deck Engineer

Deck Engineer-Mechanic
Unlicensed Junior Engineer
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Third Steward

Chief Cook

Steward Cook

Second Cook

Third Cook

Assistant Cook
Cook-Baker

Second Cook-Baker
Night Cook and Baker
Steward Baker

Laundryman
Assistant Laundryman

Supply Officer
Assistant Supply Officer
Assistant Storekeeper

Office of the Surgeon General Rejection Code

N SPECIMEN SHIPPING CONTAINER RECEIVED WITH NO OR BROKEN SEAL

12 e, USAF BOTTLE RECEIVED WITH NO SEAL OR BROKEN SEAL

2L, INCOMPLETE SSN ON CHAIN OF CUSTODY FORM (CC) OR BOTTLE

22 o, SSN ON CHAIN OF CUSTODY FORM AND BOTTLE DO NOT MATCH

23, ILLEGIBLE SSN ON CHAIN OF CUSTODY FORM OR BOTTLE

24 s SSN OVERWRITE ON CHAIN OF CUSTODY FORM OR BOTTLE

25 s CORRECTIONS TO SSN ON CC FORM/BOTTLE, NOT IAW ARG600-85

S INCOMPLETE UNIT SPECIMEN NUMBER ON (HAIN OF CUSTODY FORM OR
BOTTLE LABEL

A1 o NO ORIGINAL CHAIN OF CUSTODY FORM RECEIVED

A2 o CHAIN OF CUSTODY FORM RECEIVED SEPARATELY FROM BOTTLE(S)

2 NO CHAIN OF CUSTODY ENTRIES ON CHAIN OF CUSTODY FORM

7 SPECIMEN LISTED ON CC FORM, BUT NO SPECIMEN RECEIVED

46 ... UNAUTHORIZED SPECIMEN CONTAINER

R BOTTLE PRESENT, BUT NOT RECORDED ON THE CHAIN OF CUSTODY FORM

52 o, BOTTLE CONTAINS LESS THAN 30ML OF URINE

Bl ..o, SPECIMEN APPEARS TO BE ADULTERATED

B4 e SERVICE MEMBER(S) NAME ON BOTTLE(S)

65 . CIVILIAN SPECIMEN

4 LABORATORY A CCIDENT

BLl.oiiiie SPECIMEN LEAKED IN SHIPMENT AND WASNOT TESTED BY LABORATORY
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Orders Received Indicator Menu

N e Orders Not Received
[ L Orders Received

PCS Eligibility Category

Active Duty

Active Duty for Training
Cadet/Midshipman
Inactive Duty Training

PCS Individual Component Code

A Active/Regular
[ National Guard
| Reserve

F o Fair
G o Good
P o Poor

Position (Classification) Code

A Alcohol and Drug Control Officer
S Clinical Director
| O ADAPCP Counselor
D RS Civilian Program Coordinator
| Education Coordinator
[ I Clinical Consultant
[ Installation Biochemical Test Coordinator
0 SN ADAPCP Instructor
| Unit Alcohol and Drug Coordinator (UADC)
Lo Other
Quality Assurance Code

Q s Quality Assurance Sample

Regular Specimen

Not Tested

Reason Code

A e Patient Permanent Change Of Station/Reassignment
S Changeto Diagnosis
G Change Basis For Enrollment

Enrollment In Residential Treatment Facility

Progress Evaluation

Release From Program

Reason for Non-enrollment Code

A s Refer For Alcohol And Other Drug Abuse Prevention Training
B Commander Decided Not To Enroll Client

C o Prescribed Medication

Do Client Refused Services
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B Refer To Other Than Alcohol/Drug Resources
F o No Alcohol/Drug Problem

Recommendation Code - PPR

A s Continue Treatment
2 Terminate Treatment, Retain on Active Duty
Corr e Terminate Treatment, Separate

Release Code

Program Completed, Returned To Duty

Completion Of Tour Of Duty/L eaving Active Federal Service
Separation/Termination As aAlcohol/Drug Abuse Rehabilitation
Separation/Termination For Misconduct - Abuse Of Illegal Drug
Separation/Termination For Other Than Alcohol/Drug Reasons
Client Refuses Further Treatment

Service Area Code

76" Division (Training)

78" Division (Exercise)

80" Division (Training)

98" Division (Training)

310" TAACOM

77" ARCOM

79" ARCOM

157" IN BDE

™" ARCOM

97" ARCOM

USAG Ft. Pickett

99" ARCOM

100" Division (Training)

108" Division (Training)

412" EN CMD

87" Division (Training)

65TH ARMY RESERVE COMMAND
81ST ARMY RESERVE COMMAND
143RD TRANSPORTATION COMMAND
335TH SIGNAL COMMAND

120TH ARCOM

121ST ARCOM

125TH ARCOM

70TH DIVISION (TRAINING)

84TH DIVISION (EXERCISE)

85TH DIVISION (EXERCISE)

300TH MP CMD

416TH EN CMD (CONST)

19TH THEATER ARMY AREA COMMAND
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83RD ARCOM
86TH ARCOM
88TH ARCOM
123RD ARCOM
95TH DIVISION (TRAINING)
377TH THEATER ARMY AREA COMMAND
BR5A....oocveeereeereeeseneesseeens 420TH EN BDE
807TH MD BDE
75TH DIVISION (EXERCISE)
89TH ARCOM
90TH ARCOM
102ND ARMY RESERVE COMMAND
122ND ARMY RESERVE COMMAND
91ST DIVISION (EXERCISE)
104TH DIVISION (TRAINING)
63RD ARCOM
311TH CORPS SUPPORT COMMAND
96TH ARCOM

124TH ARCOM

143RD TRANSCOM

335TH THEATER SIGCOM

FT HUNTER LIGGETT

PARKS RESERVE FORCES TRAINING AREA
US Army Reserves

US Army Reserve Personnel Center
USArmy Intelligence and Security CMD
US Army Criminal Investigation Command
US Army Corps of Engineers

Northwest Toxicology, Inc

Pharmchem Laboratories Inc

Deputy Chief of Staff for Personnel

US Army Drug & Alcohol Operations Agency
Office of the Surgeon General
USARMY EUROPE AND 7TH ARMY
21st TAACOM

USMCA Bremerhaven

USMCA Bremerhaven

USMCA Bremerhaven

29th Area Support Group

29th Area Support Group

29th Area Support Group

29th Area Support Group

USMCA Karsruhe

USMCA Karsruhe

USMCA Karsruhe

USMCA Mannheim

USMCA Mannheim

USMCA Mannheim

USMCA Mannheim

USMCA Mannheim

USMCA Pirmasens

USMCA Pirmasens

USMCA The Netherlands

USMCA The Netherlands

USMCA Zweibruecken

USMCA Zweibruecken

USMCA Zweibruecken

United Kingdom - Burtonwood

United Kingdom - Burtonwood
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USMCA Belgium

USMCA Belgium

HQ Southern European Task Force (SETAF)
22nd ASG/USMCA Vicenza

USMCA Livorno

528th USAAG

Elefsis, Greece

Berlin Counseling Center, DPCA

Berlin Counseling Center, DPCA

8th Infantry Division (Mechanized)
USMCA BAD Kreuznach
USMCA BAD Kreuznach
USMCA BAD Kreuznach
USMCA Baumholder
USMCA Baumholder
USMCA Darmstadt
USMCA Darmstadt
USMCA Darmstadt
USMCA Frankfurt
USMCA Frankfurt
USMCA Frankfurt
USMCA Frankfurt
USMCA Fulda

USMCA Fulda

USMCA Fulda

USMCA Giessen
USMCA Giessen
USMCA Giessen
USMCA Giessen
USMCA Giessen
USMCA Giessen
USMCA Hanau

USMCA Hanau

USMCA Hanau

USMCA Hanau

USM CA Hanau

USMCA Hanau

USMCA Mainz

USMCA Mainz

USMCA Mainz

USMCA Mainz

USMCA Wiesharden
USMCA Wiesharden
USMCA Wiesharden
USMCA Wildflecken
USMCA Wildflecken

VIl Corps

1st Armored Division

1st Infantry Division (Forward)
3rd Infantry Division (M)
USMCA Ansbach
USMCA Ansbach
USMCA Ansbach
USMCA Ansbach
USMCA Aschaffenburg
USMCA Aschaffenburg
USMCA Augsburg
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USMCA Augsburg

USMCA Bamberg

USMCA Bamberg

USMCA Bamberg

USMCA Goeppingen

USMCA Goeppingen

USMCA Goeppingen

USMCA Heilbronn

USMCA Heilbronn

USMCA Heilbronn

USMCA Munich

USMCA Munich Military Community
USMCA New Ulm

USMCA New Ulm

USMCA Nuernburg

USMCA Nuernburg

USMCA Nuernburg

USMCA Nuernburg

USMCA Nuernburg

USMCA Nuernburg

USMCA Nuernburg

USMCA Schweinfurt

USMCA Schweinfurt

USMCA Schweinfurt

USMCA Schweinfurt

6th Area Support Group

6th Area Support Group

6th Area Support Group

6th Area Support Group

6th Area Support Group

USMCA Wuerzburg

USMCA Wuerzburg

USMCA Wuerzburg

USMCA Wuerzburg

USMCA Wuerzburg

USMCA Wuerzburg

Forensic Toxicology Drug Testing Lab
Bad Canstatt Meddac

Berlin Meddac

Frankfurt Army Medical Center
Heidelberg Meddac

Landstuhl Army Regional Medical Center
26th Area Support Group (Heidelberg)
26th Area Support Group (Heidelberg)
26th Area Support Group (Heidelberg)
7th Army Training Command
USMCA AMBERG

USMCA Bindlach

USMCA Grafenwoehr Military Community
USMCA Hohenfels

USMCA Vilseck

USMCA Grafenwoehr

US Army Europe and 7th Army

US Army Forces Command

XV Airborne Corps and Ft Bragg
Ft Campbell

4th Infantry Div (MEC) and Ft Carson
USARMY TNG CTR & FT DIX

Ft Devens
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10th MTN Div (LI) and Ft Drum

Fort Buchanan

I11 Corps and Ft Hood

Fifth U.S. Army and FT Sam Houston
FT Indiantown Gap

| Corpsand FT Lewis

FT Mccoy

FT Mcpherson

1st Inf Div and FT Riley

Presidio of San Francisco

Fourth U.S. Army and FT Sheridan

Ft Stewart

Ft Stewart (Hunter Army Airfield)

7th Inf Div and Fort Ord

5th Inf Div (MECH) and Fort Polk
National Training Center and Fort Irwin
US Army Health Services Command
............ U.S. Army Garrison, FT Detrick
Fitzsimons Army Medical Center
Walter Reed Army Medical Center
WRAMC Forensic Toxicology Drug Test Lab
TAMC Forensic Toxicology Drug Test Lab
William Beaumont Army Medical Center
Dwight David Eisenhower Medical Center
Tripler Army Medical Center
USMILITARY ACADEMY

US Military Academy

USArmy Total Army Personnel Command
EASTERN SECTOR, USMEPCOM
WESTERN SECTOR, USMEPCOM
ALBANY MEPS

ATLANTA MEPS

BALTIMORE MEPS

BECKLEY MEPS

BOSTON MEPS

BUFFALO MEPS

CHARLOTTE MEPS

CHICAGO MEPS

CLEVELAND MEPS

COLUMBUS MEPS

DETROIT MEPS

FT JACKSON MEPS

HARRISBURG MEPS
INDIANAPOLIS MEPS

JACKSON MEPS

JACKSONVILLE MEPS
KNOXVILLE MEPS

LANSING MEPS

LOUISVILLE MEPS

MEMPHIS MEPS

MIAMI MEPS

MONTGOMERY MEPS
NASHVILLE MEPS

NEW YORK MEPS
PHILADELPHIA MEPS
PITTSBURGH MEPS

PORTLAND, MAINE MEPS
RALEIGH MEPS

RICHMOND MEPS
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SAN JUAN MEPS

SPRINGFIELD MEPS
SYRACUSE MEPS

TAMPA MEPS

ALBUQUERQUE MEPS
AMARILLO MEPS6P
ANCHORAGE MEPS

BOISE MEPS

BUTTE MEPS

DALLASMEPS

DENVER MEPS

DES MOINES MEPS

EL PASO MEPS

FARGO MEPS

FRESNO MEPS

HONOLULU MEPS

HOUSTON MEPS

KANSAS CITY MEPS

LITTLE ROCK MEPS
LOSANGELESMEPS
MILWAUKEE MEPS
MINNEAPOLIS MEPS

NEW ORLEANS MEPS
OAKLAND MEPS

OKLAHOMA CITY MEPS
OMAHA MEPS

PHOENIX MEPS

PORTLAND, OREGON MEPS
SALT LAKECITY MEPS

SAN ANTONIO MEPS

SAN DIEGO MEPS

SEATTLE MEPS

SHREVEPORT MEPS

SIOUX FALLS MEPS

SPOKANE MEPS

ST LOUIS MEPS

US Army Military Traffic Management CMD
MTMC Eastern Area

MTMC Eastern Area, USA Garrison
USArmy Military District of Washington
US Army Military District of Washington
Ft Belvoir Community Counseling Center

USAG Ft Ritchie

Tri-Service Alcohol Rehabilitation Dept
NATIONAL GUARD BUREAU

ALABAMA ARMY NATIONAL GUARD
ALASKA ARMY NATIONAL GUARD
ARIZONA ARMY NATIONAL GUARD
ARKANSASARMY NATIONAL GUARD
CALIFORNIA ARMY NATIONAL GUARDATA
COLORADO ARMY NATIONAL GUARD
CONNECTICUT ARMY NATIONAL GUARD
DELAWARE ARMY NATIONAL GUARD
DC ARMY NATIONAL GUARD

FLORIDA ARMY NATIONAL GUARD
GEORGIA ARMY NATIONAL GUARD
GUAM ARMY NATIONAL GUARD
HAWAII ARMY NATIONAL GUARD
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IDAHO ARMY NATIONAL GUARDG6P
ILLINOISARMY NATIONAL GUARD
INDIANA ARMY NATIONAL GUARD

IOWA ARMY NATIONAL GUARD

KANSAS ARMY NATIONAL GUARD
KENTUCKY ARMY NATIONAL GUARD
LOUISIANA ARMY AND AIR NATIONAL GUARD
MAINE ARMY NATIONAL GUARD
MARYLAND ARMY NATIONAL GUARD
MASSACHUSETTS ARMY NATIONAL GUARD
MICHIGAN ARMY NATIONAL GUARD
MINNESOTA ARMY NATIONAL GUARD
MISSISSIPPI ARMY NATIONAL GUARD
MISSOURI ARMY NATIONAL GUARD
MONTANA ARMY NATIONAL GUARD
NEBRASKA NATIONAL GUARD

NEVADA ARMY NATIONAL GUARD

NEW HAMPSHIRE ARMY NATIONAL GUARD
NEW JERSEY ARMY NATIONAL GUARD
NEW MEXICO ARMY NATIONAL GUARD
NEW YORK ARMY NATIONAL GUARD
NORTH CAROLINA ARMY NATIONAL GUARD
NORTH DAKOTA ARMY NATIONAL GUARD
OHIO ARMY NATIONAL GUARD
OKLAHOMA MILITARY DEPARTMENT
OREGON ARMY NATIONAL GUARD
PENNSYLVANIA ARMY NATIONAL GUARD
ADJUTANT GENERAL OF PUERTO RICO
RHODE ISLAND NATIONAL GUARD

THE ADJUTANT GENERAL OF SOUTH CAROLINA
SOUTH DAKOTA ARMY NATIONAL GUARD
TENNESSEE ARMY NATIONAL GUARD
TEXASARMY NATIONAL GUARD

UTAH NATIONAL GUARD

NG48 VERMONT ARMY NATIONAL GUARD

NG49 THE ADJUTANT GENERAL OF VIRGINIA
NG50 VIRGIN ISLANDS NATIONAL GUARD
NG51 WASHINGTON ARMY NATIONAL GUARD
NG52 WEST VIRGINIA ARMY NATIONAL GUARD
NG53 WISCONSIN ARMY NATIONAL GUA RD
NG54 THE ADJUTANT GENERAL, STATE OF WYOMING
P100 USArmy Pacific

P101 US Army Support Command Hawaii

P103 Ft Richardson

P104 FT Wainwright

P105 Ft Gredley

P106 25th INF DIV

P107 17th Area Support Group

P108 10th Area Support Group

P800 US Forces Korea and Eighth US Army

P801 23rd Support Group

P802 2nd Infantry Division

P803 501st Corps Support Group

P807 34th Area Support Group

P809 20th Area Support Group

P8R1 18 MED CMD

PC00 TOTAL ARMY PERSONNEL COMMAND

US Army Recruiting Command
US Army Special Operations Command
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US SPECIAL OPERATIONS COMMAND
US Army South - Panama

US Army South - Panama

US Army Training and Doctrine Command
USAG FT Huachuca

USArmy Infantry CTR and Ft Benning
US Army Air Defense Center and Ft Bliss
Carlisle Barracks

USArmy TNG CTR and Ft Dix

USArmy TRNS CTR and Ft Eustis

US Army Signal Center and Ft Gordon

US Army Soldier Support Center
USArmy TNS CTR and Ft Jackson
USArmy ARM CTR and Ft Knox
USArmy CAC and Ft Leavenworth

US Army Comb Arms SUP CMD and Ft Lee
USACML&MPCEN and Ft Mcclellan

Ft Monroe

US Army Aviation Center and Ft Rucker
USArmy FLD ATRY CTR and Ft Sill
USArmy ENG CTR and Ft Leonard Wood
Ft Hamilton

USARMY MATERIEL COMMAND

US Army Material Command

US Army Material Command

US Army Laboratories, Harry Diamond Labs
US Army Laboratory Command

US Army Aviation Systems Command
USArmy Aviation Systems Command
USArmy Test and Evaluation Command
US Army Aberdeen Proving Ground
Dugway Proving Ground

Jefferson Proving Ground

XMBL ...t White Sands Missile Range

XM63 Y uma Proving Ground

XQ00 US Army Armament Munition and Chemical CMD
XQ35 US Army Armament RD& E Center

XQ36 Pine Bluff Arsenal

XQ43 Rock Island Arsenal

XQ60 Watervliet Arsenal

XQ69 Mcalester Army Ammo Plant

XQ70 US Army Chemical RD& E Center

XQ71 ROCKY MOUNTAIN ARSENALATA

XQ72 CAMP STANLEY STORAGE ACTIVITY
XS00 US Army Communications and Electronics CMD
XS30 US Army Communications and Electronics CMD
XTO0O US Army Missile Command

XT40 USArmy Missile Command

XU00 US Army Tank-Automotive Command

XU10 US Army Tank-Automotive Support Activity
XUl US Army Tank-Automotive Command

XWO00 US Army Depot System Command

XWO03 Anniston Army Depot

XW23 L etterkenny Army Depot

XW24 LEXINGTON-BLUE GRASS ARMY DEPOT
XW37 Pueblo Army Depot Activity

XW39 Red River Army Depot

Sacramento Army Depot
Seneca Army Depot
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Sierra Army Depot

Tobyhanna Army Depot

Toole Army Depot

UmatillaArmy Depot Activity

Corpus Christi Army Depot

Other Civilian Residential Treatment Facility

Sex Code

A Arizona

Baker Island

Cdlifornia

Northern Mariana |slands
Colorado

Connecticut

District of Columbia

Florida
Federated State of Micronesia

JarvisIsland
Kingman Reef

Kentucky
Louisiana
M assachusetts

Michigan
Minnesota
Missouri
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NC..oer e North Carolina
ND o North Dakota
N New Hampshire
NI e Navassalsland

PA o Pennsylvania
PR e Puerto Rico

Paymyra Atoll
Rhode Island
South Carolina

Virginia
Virgin Ilands
Vermont
Washington
Wisconsin
Weake |slands
West Virginia
Wyoming

Status Code Menu

Primary UADC
Alternate UADC

Test Designated TDA Code

Aviation Positions

Guard and Police Positions

Personnel Reliability Program Positions
ADAPCP/FTDTL Positions

Other Designated Positions

Type Code

A e Alcohol Related
D Drug Related

Warrant Officer ID Code

Pershing Missile System Technician
Lance Missile System Technician
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Target Acquisition Radar Technician
Remotely Piloted Vehicle Technician
Meteorology Technician

Command And Control System Technician
Chaparral-Vulcan Systems Technician
Custodial Systems Technician

Hawk Missile System Technician
Patriot Missile System Technician

Air Traffic Control Technician
Aviation Maintenance Technician
OH-58A/C Scout Pilot

OH-6 Scout Pilot

OH-58D Scout Pilot

AH-64 Pilot

AH-1Pilot

UH-60 Pilot

CH-54 Pilot (Heavy Lift Reserve Component Only)
CH-47A/B/C/ Pilot

CH_47D Pilot

Fixed Wing Aviator (Aircraft Nonspecific)
U-21 Pilot

C-12 Pilot

OV-1/RV-1Pilot

Special Forces Technician

Utilities Operation And Maintenance Technician
Engineer Equipment Repair Technician
Terrain Analysis Technician
Telecommunications Technician

Tactical Automated Network Technician
Data Processing Technician

Signal Systems Maintenance Technician
CID Special Agent

Order Of Battle Technician

Imagery Intelligence Technician

Attache Technician

Counterintelligence Special Agent
Arealntelligence Technician

Interrogation Technician

Traffic Analysis Technician

Emitter L ocation/Identification Technician
Voice Intercept Technician

Morse Intercept Technician

Emanations Analysis Technician
Non-Morse Intercept Technician

|EW Equipment Technician

Club Manager

Legal Administrator

Physician Assistant

Veterinary Services Technician

Health Services Maintenance Technician
Marine Deck Officer

Marine Engineering Officer
Ammunition Technician

Nuclear Weapons Technician
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Land Combat Missile Systems Technician
Armament Repair Technician

Allied Trades Technician

Wheel Vehicle Maintenance Technician
Armor/Cavary Systems Maintenance Technician
Support/Staff Maintenance Technician

Test Measurement and Diagnostic Equipment MAINT SPT TECH
Property Book Technician

Supply Systems Technician

Airdrop Systems Technician

Food Service Technician

Work Status Code
(O I Overhire
T e Temporary
P o Permanent
R Volunteer
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